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FOREWORD 

In 1969 j statements of policies and procedures affecting the indi- 
vidual faculty i^ejfcber at The University of Tennessee at^ Martin wer<e 

.Compiled for the (first"' time into a faculty handbook designed particularly 
for use on the Martin campus. During the summer of 1970, the first 

^editldn of the handbook^was revised, . A second tevision was completed 
with the assistance of the Academic Senate and an ad hoc committee of, 
the Senate in the spring of .1974. This revision was approved by ,the 
Board of Trustees on June 20, 1^74. It ±& presented witai the hope that 
it will be^ useful to all members^^of the family, ^' « 

The statements in this hati^book are based upon legislative acts ' 
of, the State of Tennessee, directives issued by the Board of Trustees, 
faculty enactments, and adminlstrat;ive policies arid procedur^/ A con- 
scientious attempt has been made to make> the infoirmatidn in this hahd- * 
book as nearly accurate as possible. However, legislation, policy 
statements, and procedural directives have^ in some cases teen para- 
phrased and abbreviated. " For, more detailed information, the reader is 
urged to check with appropriate sources, ' v ^ 

Although this edition of the handbook contains significant revi- 
sicns, other revisions will undoubtedly need to be made from time to * 
time. Consequently, any suggestions for improvement will be appreci- 
ated,' . X 



CHAPTER I 



THE UNIVERSITY 



History 




Chyonolopical BacTcground 

Hall-Moody Institute - 1900 
HallH«6ody Normal School - 19117 
Hall-Moody ^nior College - 1921 
The University of Tennessee Jnrdfid Oollegfe - 1927 
The. University of Tennegjsee-^ffrtin Branch - 1951 
"TheHJfxivetsity of Tenjiessee at Martin -1967 



Role in the University Sy&tem 



The University of Tennealsee at Martin Is a primary qampus of The 
Unive^r^ity of Tennessee system. In; broad reference, it s^ role and 
func^on are siiiaiXar to those Vf the University: instruction, r^esearch, 
and i(pub lie 'service. But in terns of emphasis and focus, -the Martiij 
canipus is primarily an ins true twial unit. Hpyever,- it recognizes end 
accepts significant responsibilltlfes for research and public service. 

As d unit of 'The University of Tennessee system, the Martin campus 
reflects the solid traditions of excellence that have made the .total 
University fampus throughout the world as a center of instruction, 
research, and public service. The Martin campus places special emphasis 
on excellence in undergraduate education. . <» - « 

, . .■' ■ ' / ' ' 

The University of -Tennessee, buildltlg oh its distinguished past,* 
anticipates a dynamic future. TJie University of Tennessee at Martin, 
an integral part of the University system, shares this great tradition 
and high expectation for the future. - 



Academic Programs 
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\^ The IJnlverslty of .Tennessee at^Martin provides superior quai^Jfty 
undergraduate instruction in a wide rarlgC of disciplines to kfeijf^nts 
dra^ from road areas of the State. At pte^ent. The Unij^ifslty of 
Tenn^s^e ^t ^Martin offers programs of study ieadine^feoth^ bachelor's 
degree in approximately 50 specialized fields. J>€^our-y4ar degjree 
programs are^Sadff'e^ed through the Schools of AjjarljcultureT^ Business 
ministration, EdiJSa^^n,. Home Economics , aji<fLiberal Arts, and the 



1.0 




independent Department of Engineering .aod Engineering Technology. ijTM 
also offers th^ first t«ro years of Engineering in ll'm^or fiurriciila, - 
12 pre^profesdlonal programs through the Schools of, Agriculture and 
Liberal Arts,, ^nd an associate of arts degree program in Nursin^,^ 

In addition to the^aboye degree programs, UTM offers, two-master's 
degree programs. One of these is in Home Economics; the other JLs J.n 
Education, with majors in curriculum and instruction, educational psy- 
chology and guidance i and educational administration and sUp^rvis'lon. 

. ■ • ' _ ' - 

Physical Facilities . 

; The physical plant of The University of Tennessee. at Martin — its 
iland, buildings, and equipment — has a value estimatedin 1973 at 
^33,000,000. A total 'of 26 major buildings , over ^00 acres of land, 
«[er 158,000 library bboks and periodicals, and various items of ; 
l^rniture and equipment constitute the physical plant. . The 700-acre 
' farm which adjoins" the 225-acre campus is a research unit of The; Uni- 
versity of Tennessee Agricultural Experiment Station. \ ' 



CHAPTER II 



ORGANIZATION ANI> , GQVERNANeE 



Governance of. The UniwriSrlryr 'of:T?^^^ 



/ 



Provisions for Governance 



The governance of the University is provided for by- charter jiro- 
vi^ipns and by-;|^aws. The charter ppbvisionsf, for the most part, repre- 
sent the legislative acts relating7spe(^fically to the organl?4%ipn and 
s true tui:^j)f- The University of Tenniessi^ by«^la«rs vere, developed 

Irom^ ^jg^h^g^ge Code Annotat^ed , tl/e OfjfiqAal ;Code of. Tennessee ajxd from 
polzcy^.'detllsions of £he TrusteeaZ 

X ' \ / • - 

[« Board of Trustees 

i yi yS:. ^ . 

The goyerrvlng body of the University is a Board of Trustees con-r- 
sisting of/ th^ following persons: The Governo|: of the^ Sta.te,^the Com- ^ 
missiorier of feducation^ the Cojnmissioner of "Agriculture, the «Exeqative 
Director of the Tennessee Higher Educatibn (as ap hon-votinjg, 

miamber), and the President of the^ University , all of whom are ex officio 
membets; one trustee representing each Congressional District of ^he State; 
two Trustees representing Knox County, two representing Shelby County, 
one representing Anderfeon, Bedford, Coffee, Franklin, Lincoln, Koor6, 
ai\d ye^ren Countt^s. At least one member must /Be a woman and , effective 
5uiy/l, 1974, a student member w!as added to tlife Board of Trustees. The * 
nt member is appointed by the Governor anti serves for a term of 
(year; these annual appointments are rotati^ among the five campuses , 
the University in the fojLlbwlng order; KHf^xville; Martin, Chattanopga,V 
4mphis (Health Sciences Center), and Nas^ille, At least one- third of 
the appointive members mujst be members jm the principal minority politi- 
cal party in the state; and at least jfme third\must ^(^"alumni of. The 
University of Tennessee. 
.•/'■^' ' ,' 

The Board of trustees, whic^fc\^is the governiipL^ body of The Univer§i1:y 
df 'Tennessee, has full and compleda control ovet\ its organization aji3 , ^ 
administtation, /as well as its constituent parts/and i ts <^inancj^gd, 
affairs, i The i:fesponsibilities.\ of the Board aire/ as folloi^s 

l.\ ^Eo establish policies, contxtplling the ^CjC>^e o p^^e edjjf^ational**',, 
opportui^tfie^ to be offered by the university ann alfi^ deter- 
mining it^ operation in general; howevery^ the flsxiti^% 
of cuXictcula is the function of the faculties.^ 



X 



de^ielopment 



• . ■ . ■% ' "... . .' • ' ■ • . . 

2. To have full autihority. tp.determi^^ the activities 
and j>olicies of all organizations * and acti^ 'that bear, or that may i 
be harried under, the name of the Ujiiversity^ \ 

. ■ • 

3. Not to. undertake to direct Matters of ■a'^dmiMstration or of"^ 
executive acMon excep*t through "the ^Pfesident ; and 

' ' 4. To control th^' iSlection, appointment a»d removal of all ' officers 
^faculty ^I^id employees of;, the University' a^^ the fixing of their qomp en- ; 
satioyit ' At its annual meeting , the Board elects and'' f ikes ' the cpiu|^en~ ' 
,sdtion of^ttie President and of all other executive and kdministrat|ye / 
off i^e'ts and the- members of th'^ f:^cu& and fixes the- compensatii^^^ of 
all other. '^employees as it may deem necesisary for the: proper operation * 
'and man^^ement of the^niversity . All such ^^lections shall be"for:i3ne^ 
year -or during the -pleasure of . the Board. . A|)po;Lntmqifits for special > f 
purjlbses for lesser period miay^be^ made. ' ' * * . 

Resi>.<?nsibilit,ies ^ the Pregideut ^^ ■ ^ ^ ^ ^ 

/ ' fhe Pres^ident is. the chaiJf -executive officer of The UniveipiSi-ty.' of 
Tennessee. He .exercises complete executiyfe authority d^er thfe institu- 
tions cbmprlsing The University of Tennessee,/ subject to^ the direction 
ahd contrO)3^^ of the^Bakt?<i^*df Trustees . ^ ■ ' ' ' -' ^ * ' 

The Treside^t is ^.t;he; prima^^ spokesman for ijie ^niversity of , ^ " 
Tenness'ee to Jsb(e alumni . of . , the Ins titutlb^^ the news media j,- the edu|a-. 
tibnal world, and' the geriefal public. ^ He initiates and aaministers 
^niversity%pDli"cies^ -sp^ for the University as its MEicial. ttea^ 



and coordinates all. activities of eaih : campus of, the institution diree^tl'^ 
or" through ftis desigfiated repres^ritatiyes . / ^ . ^[\^ \- 

The^President foi^maiatfes the* educational and administjrative pollciesN 
of Th,e 'tlniversity^ and performs all duties^ prescribed by^^^^^^^ 

Board 'of ■'Trusj'.ees. \^ ' ' ■■ , '"^ ■ . - 

The President makes nominations .for all p:ersonhe-l appcintments and 
all recoiraneindations\fpr. promotions, salaries^, transfers p suspeAs 
and dismissals cjf adminiistratlve,' academic, and non-academic ^taff / 
,%embeiss of the institutions oon^prising The University off' T^nesse§.. / 



The President' is the leader and ^coordinator of all institutions of ' 
The tJniversity of Tennessee and promotes the general welfare and deyelbpy/ 
ment of the University in itip several parts and as a ^wlbiole. ' The faculjiies 
staffs, Of students or any iriimber thereof have the right of appe'al ft^m 
. theVGh&ieellor to.thfe Presiderit* The channel for off'lcial. communica^ons 
between the President and the Isev^fcal InltitutiQ^is in . all matters is -■ 
through £he Ghancellprs v 1 ■ m'- . " 

.•■•■•!/' ■. " ■ ■ . * ■ ^ ' " 

Th«* President establishes an administrative oi-gianization to . execute ^. 
policies of The University of Tesmessee.. In th^ e^^ecution of his duties . 
and responsibilities, the President may delegate to subordinate officers 
;pbrtions^ of his duties, but this, action shall not redu;ce tha Pres^d^ 
responsibility. ^: /. " , ; 
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the Campuses of the Uillvetslty 



•fhe tnsttuctional progranjs of, the University are conducted" chiefly 
on five primary •campusea, located at Chattanooga, Knoxvllle/ Martin, 
Memphis, and Nashville. The offices of the president and\othet officials 
of the University system are located at KnoxvUle. * 

- - Governance of The University of Tenhessee at Martin 

Responsibilities of^ the Chancellor 

The Chancellor Is the chief kdtalnlstratlve^of fleer of the campus. 
He' Is fully responslbl,e for the adinliitstratlon and maiiagement of the campus 
sul^^ject to/the genjeral supervlslori^f^the President and coordinate rela- 
tionships with the Vice Presidents. The Chancellvor directs Instructional, 
research, service y student,, development , finance and business, and.eathletlc 
programs on the campus iwd. thin general policl^^ established by the President 
and the Board of -Tiru^tees . He recommends to the President the apppintment 
of personn^^n campus. He re'commends major policy e^nd operational changes 
in the^i?eas of academic affairs, student affairs, business and finance, 
and development ' to the President for review and consideration^prior to 
enactment. ' 



Admlnlatrative Organization 

Chart I attached to' this chapter shows the general administrative 
orgAnlzatlon of The Universtty of Tennessee at Martin^, Recontoehdatlons 
r^g>rdlhg employment of new faculty, promotion, tenure , salaries j? retention 
or non- reappointment of non-tenure,d facility budgerts , travel authorizations 
and 'all other responsibiXitles defined by or assigned to the Chancellor 
ajre transmitted to that office along) the administrative lines indicated 
» in this chart. , ' ^ 



Administrative Committees 




Therfe are a numbe^>^f campus-^wide committees. Certain standing 
epmmlttees are atppolnted by the*Chancellor with the advice of a Committee 
pn Administrative Cbmmittees. Certain committees are appollited in accord- 
ance with guidelines- set up J)]^ action, of the Board of Truistees. Ad hoc . 
cbmmittees may be appointed from time to time in response to specific 
needs. The Academic Senat^\alsd has a number of standing committees. The* 
following is a list of adminrs^tratlve committees as of 1974; a list of 
Senate 'committees will appear ft^, a later section. 




Athletics Board 
Bookstore Committee 
C ampu s ' Speaket Gomml t tee 
Careers and Pla^cement Commltfc^ 
Cpramunlty-'Campifs Cooperatipn Cod 
Computer Services Committee 

Employee Relations Board, Council, ^d Committees 
Faculty Committed on Administrative boimnlttees 



X" 



\ 
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Faculty-Student Disciplinary Board 
Food Services Committee 
Graduate 90^^^^^ * 
.'Edusing Committee 
Human Relations Committee 
Military Affairs Committee 
Orjganizatioris ^oard . / - . .^^^ v 

Physical Planijiing Committee , 
Publications Committee , . 

Public Service Committee . 
Registration Committee * 
Rgjsearch Committeie * - ' 

R^idency Appeals Committee ' 
Safety Committee ,0 
Sdholarship ^nd Financial Aids Committee 
Student Recruitment Committee 

Tif;^ffic and Parking Authority \ ■ / ' \ . 

Tfaffic Appeal&'Board ; ^. 
University Center Board . 

University- Council " \ 1 

University Voluntary .Service Bureau Committee A 
Women's Rights and Roles: Committee 



Annual Meetini 




Faculty Governance 



The facul^j^ holds an annual meeting at the beginning of ^ the fall 
quarter each yeal:. Other meetings may be called if sufficient deiiiand 

exists . ■ i / . . 

I ■ . ■ . . ; ■ / ■ 

Academic Senate \. * . 



The faculty^ delegates to a representative body, called the'Acadepid 
Senate, the transacting of most of its business, »This body, «is currem:ly, 
constituted, was approved by the Boarrf of Trustees on .June 15, 1972. 
authorizing resolution is as follows: :',■>■ 

''WHEREAS \he^Faculty of The University of Tennessee at Martin has' 

exercised through faculty meetings and^ committees certain functions reJ,ate<J 

to the developmei;it of* the edltcationajr policies of the University; 

^ ' • • ^ , If 

'r\* "WHEREAS theie functions can be more effectively performed through a 
smaller, mpre form4lly organized group, than the Faculty as a whole; and 

' "WHEREAS a ne?ed exists ?or more effective channels through whic% the 
AdminiStratiion miay seek the counsel and judgraefft of * the Facul^ty about 
matters df concern] to the University; 

■ "ir IS THERI&FOI^ RESOLVED that an Academic Senate of The University 
of Tennessee at M^Ttin be organized, Subject to the following stipulations': 



.V 



'HD. That the Senate operate in accordance with the Bylaws which 

are hereby approved; . ^ ; , > - 

/ ■ , * ■ , / 

"(2) That the Senate include authorized .administrative officers of 
The IJniversityt of Tennessee at Martin arid of it^s various academic divisions; 

' "(3) That the Senate include elected representatives from each aca- 
demic division, to be elected in such numbers and by such means as are. set 
/forth in the Bylaws; , ' ' , 

V "(4) That the Senate .shall consider policies affec^iing the academic 

^\activities of the institution, faculty welfare, academic administrative re- 
lationships and procedures, scholarship, curriculum development, awarding 
of degrees, and* such rOther matters as m,a;^ maintain and promote the test 
academic interests of the institution. The Senate shall recommend to the 
Chancellor the establishment of new policies or changes in existing policies; 

"(5) That the elected Chairman of )tbe Academic Senate shall preside 
over all meetings, provided that in the abjse^nce of the Chairman the Vice- 
Chairman shall serve > as Chairman; . . ^ 

/"<6) That the Senate shall ele&t annually an Agenda Cd^i^ 
shall make );jiominations for elective members of such ' educational tbmmittees 
as the By^laWs may provide and such other committees as the "Sena tU may 

. authorize, and that following such nominations the Senate shall ^lecl: such 

" committees ;. 



"<7) Th^t the Senate sh^ll have advisory /functions either 



or through its^ committees , administrative mat teics being exjpfressly reserved 
— «^ 4.u« ^fl;m«,,o f^x^A o/p r-i>»a ijen t ojf the University, 



to the Chanc^^llor of the Martin campus and the/Pri 
as delegated by the Board ^of Trustees ; ' 



in itself 



"(8) That a copy of this resolution be apperidfld to the Bylaws , and 
be considered a part of the constitutMtg; document of the Academic Senate 
of The University of Tennessee at Martiri.*' , * - « 



A report of , the actions of the Academic Senate is given tyb the 
faculty- at the annual faculty meeting each year* For the deta^nLs of 
^orgariizatictfi and operation of the Academic Seriate, reference is 
the^' By-l^aws. of the Academic .Senatg , copies of which are kept on 
e 0£"f±ce-'Of Academic Affairs. ' > 




mada to 
f ile in 
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cademi'c Senate Committees . : 

The Academic Senate has a number of standings committees , and ad 
cQmmitte|8es may be appointed as need arises. The stariding 'committees 
^ws: . . . - . ' ..- _ . . ^ 

Agenda Committee (acts also as a nominating committee) 
1C^DrDnrirfc'fee£ on Admission, Retention, ajid Advanced Standing 
Go^itteeS?n Instruction - / 
Commitfc6e,.pn Curri 

Committee W Degrees , • 

Committee qn Economic Concerns and Faculty Benefits'^ - 
Committee oVi Promotion and Tenure 



IS 



1^ 



CHAPTER III 



FACULTY PERSONNEL POLICIES 



A^pademlc Freedom, Responsibility, and Tenure 



Statement of Principles 

A healthy tradition of freedom and tenure is essential to the proper 
functioning of a University. At the same time, membership in \a society 
of scholars enjoins' upon a faculty member certain obligations to his col- 
leagues, to the University, and to the State which guarantees .his freedom,. 

^ ■ . 

1. The primary responsibility of the faculty member is. to use th^ 
^reedop of his office in an honest, courageous, and persistent effort to 
search out and c|mmunicate the truth that lies in the area of ^h^^ com- 
petenceir f, ' . 



2. The faculty member is entitled to full f^e^om in re^j^arch and 
n pitblication of -the results , Subject to the ad^^tfuate p^rform^|ice of bis 
ther academic duties, but activities undertaken for pecuniarj^ jgain either 
thixv or beyond the scope of his employment/^hpuld be based- u^on an 
iderstanding with the University administration* " ;| 



3. A faculty member should mainfe&in a hi&h level of peiijfeonal integ-- 
rity and professional cdmpetence , as demonstrated in teachin|i^^^ 
Thjdse qualifications should be interpreted in terms of acc^p^6d principles 
and standards of the profession. Freedom does not* exempt a ^^culty mem- 
ber from an evaluation by his colleagues of his qualifications for con- 



tijaue 




tip in thedr society. 



X 



4. A faculty member is entitled to freedom in the cliissrTDQtn in dis- 
cussing his subject, but the faculty member should- use car^ |n Expressing 
his personal views in the classroom and should, be careful! noti|^ ;fo intro- 
duce into hig teaching any controversial matter which ha$| jio Vela t ion to 
the subject taught, and especially matters in which he hto no ^pecial com- 
petence or training and in which, therefore, his views ''clannot Claim the 
authority accorded his professional statements. ' 

5. A faculty i^ifember should recognize -that the riijlft qf academic 
freedom is enjoyed\y jail members of the academic coiranumty . He should 
be prepared at all times^' to support actively/ the right of the individjual 
to freedom of resiearch and communication as defined herein. ^ . " 



See the statement, "Principles Governihg Freedoi^i, Res^ponsibiLity , 
and Tenure," adopted by the Board of Trustees on November 4, 1955, ^nd^A^X" 
er\dorsed as amended on June 17, 1971. ^ \ ^.X" 
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6. In addition' to the nomal responsibilities of a citizen of the 
state and nation, including his duty to uphold their constitutions and 
obey their lawB, a faculty member also owes' an immediate loyalty to his 
colleagues and his institution. He should cooperate fully in maintain'- 
ing a wholesome atmosphere of mutual respect and confidence. He should 
conduct himself in keeping with customs i traditions, and usages of the 
comnjiuriity and of those with whom he is associated in his professional 
workY : . . /^^ \ 



7. Wheti, as a citizen^ he^ speaks outside th^ classroom or writes 
for publication, he should be'free, as ai citizen, to express his opin- 
ions, but he should remember that the public faay judge his profession 
and his institution by his conduct and utterances. Hence, he should at 
all times 'conduct himself in a courteous manner and respect the customs 
and traditions of the institution and the community. He should be accurate, 
should exercise appropriate' restraint, should show riespect for the opin- 
ions of others, and should make every effort to indicate that he sp<^aks 
for himself and not for his institution. ■ - ^ 

Responsibility of- the Administratio^n 

\ ■ ■ • \ * . ■ ^ ,. ■ 

1.. Administrative officers should dctlpveiy foster within the Uni- 
versity a- climate favorable to freedom of teaching anS\j:esearch. 

' 2. It jte the duty of the' administration to remove from the faculty 

any member who has been^sound, through prapBr^'p4;ocedures , seriously 
derelict in his responsibils(^es as a member/ of tEe'^arra^emic commuiiity. 

Tenure Policy^ 

^^fter the expirationyef^'^a pr'dba'^ipad^y peri!p^^ te/ichers or investi- - 
gators /should ha^)l^ permap^t or contiguous tennp^ , ^lid their services . 
should be terminaSed oniy for adequate cause ^"ex^pt ih the case of re- 
tireriient for age, or under' extraordinary gircumstatees because of boife^ 
fide/ financial necessities of the University. Tlie p^<^i'se terms^ and con- . * 
ditions of every appointment should be stated in writ in|\ arid be in posses- 
sion of ^'''botfh institution and teacher before the appointment is eonsumated. 

Beginning with appointment to the rank fnll-^-^pme Instructor 'or a 
higher rank, the probationary jperipd should* nbt exp^d ^even years, includ- 
ing within this periodljlio *mofe than three yeat^ ^^f 'full-time ser\?ice'in all 
other institutions of higlier education. Pitfn after a term of service of 
thriee or more' years in bt;her instituti^s pf highe edt^jcation^ a t^achjer is ^ 
called to this institution it will' 6e a^^eed in writing that his riew a|5point- 
ment is for a ptobationary period of not more than fou^'^yi^rs. In "^some 
cases the persdtf^s total probationary period in the. academic professiapt^ \ 
will thereby be extended beyond the^ normal maximum of seven years . .Notice 
should be given ^t leas^t one year prioi^ to the expiration of the prdbatiofi^ 
ary period if the tether is not to be cotitinued in service afteir the. ex- 
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-^ The Bhiversity of Tennessee Chapter of 1807 specifies that all per- 
sorlnel are legally on one-year appointments renewable 3|Lx:h year. In 
practice the Unive^tsity follows the policies set f or th/lju the sections 



) ove . 
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During the probationary period a "te/cher should/ 
respousibility that all other members of the faculty 



pita t ion of that 
have the freedom anc 
have, ' r 

adlTtiinistratiori ma^'-lor grave cauae'' sus|>end an accused facult^ 
"pendirfg immediate investigation and spe^cjy/ hearing. In- any q^s.e 
spension the accused faculty member should suffer no loss of sala;ry 
3 t;hro^xgh due proce§js, as described below, he is. adjudged guilty /And 
appointment is terminated, . in which event the gbinmittee, subject to the 
approval of the Board of ttustees, will determine the date of termination. 

Administrative Policies and Proeedures Relative to Tenure i - ; 

!• All initial appointments shall be without tenure . Ordinarily, 
tenure /Will be considered/af ter completion of an appropriate probationary 
period which may by agreement include a maximum of three years of full- 
time seiivice at other institutions*. ^The following individuals are not 
eligible f&r tenure; (a) faculty designated as part-time in the appoint- 
ment personnel form ^aojcl the appointiilent letter; (b) faculty who are ap- 
pointed to p OS itTong? funded f rojd-^rants or contracts and who are ^notified 
in wri.ting t^iat such ^^rvice^^ not applicable to consideration for / 
tenure; (c) faculty UqitiiMT l^imited-tei^ appointments ; (d) Individuals 
who are appointed to ther^ in Administrative positions with 

academic^rank and whjo^re notified in writing that . such se'rvice is nolf ^ 
applicable 'to consideration for tenure. I- / 

■ . - -^.^ ... ^/ ■ ,, .■■ . .. 

2, faculty member who is not a citizen of the United States is 
tinder Tennessee law (TiC49-1303) not eligible for tenure. However, such 
- is eligible for promotion and for retirement and other benefitr^ 
tnded. to thos'^ of the 3ame rank; 



no- 



es^or Termination of Tenured ^fersonnel 7 ^ 

Thes^ervl^ n|ay^ be teminatfekd:;l^f ade^ 

quate cause, extraoi'dinary etrcumstances because of financial ex)f.gencies j 
and retirement for age. 



ncompl 
mber in*^s prbi^s- 
^is a seriously unsaHs- 



(1) "Adequate_ca;^Be^ tor termination consists ot^ncomp^feieBce or 

moral t 

aional capacity as a faculty member . Incompeten 

factory leveller manner of performance of assigned responsibilities. It' 
may include or consist of wilful n0glects^£ <m-ey4Jbjpwever, incompetence 
may exist in the absence of wilful neglect of duty. Moral turpitude is 
behavior which is utterly 'blameworthy with respect to the faculty membe/^'s 
fitness in his professional capacity. The standard is behavior that^^^uld 
evoke condemnation^fey the academic community in general. 

(2) . *'Extrao^dinary^circumst^nces*^ means f inane iaL<.^igenci^s affect- 
ing the University, which require termination7 of servip^^f one or more 
facfulty members. , It is understood that the UniVg^^iS^ty shall seek appro-- 
piriate faculty input in arriy;;tng at such dec±^f&as /kad shall exert every 
effort to .make suitable reassignments of n^e^onn^l. In such » decisions, ap- 



propriatj^^weight wil^: he, given§to senrp^ty of service. 



The pla"ce Of any. 

"I \ 



/ 



liZ' 



faculty member so reljbased shall not be filled by a replaceitlent wltjiln a 
period of two years, (unless, the released faculty menjber has been offered 
in writing reappointnjiejit at the rank Jhe held at the time of termination 
with comparable. remui^elration, and he has had an ample titoe withii:j/Whi<ih 
to accept or decline; 



^C3) The retirjement age within the University© is legally defined' as 
65 yea'rs, wl^th the Effective date for retirement being August .31 of the 
Academic year Ifr whi^ii the faculty member attains age 65. However, It is 
^Iso provided that fleirsonnel whp attain a.ge 65 mi^y be continued in full 
employment at the disicretion of the University for one-year periods not' 
to exceed age 70. mere ^s an annual review/, of the status of each person 
whl>, hi^s attai^cfed ag^65. This review is accomplished throu^r^the normal 
admlnistrative^^chantlels which are followedVin budget mSiking,^ promotions , 
and similar matters/. ^ . 




process 
WittKtenure^ or wit 
specified tea 



:|or termination for adequate cause of a faculty member 
a special' or probationary appointment before the | end 
is al3 follows: 



Before a faciilty member with a special or probationary appbintitienfc 
s terminated before the end of the specified term, and before the^terml- 
nation of a faculty member who tfas tenure becomes effective, the foljlow- 
ing procedures y±l% be followed unless waived 'by the faculty member in 



quest;aon:) 



111 



being binding on 



;(!) cbuAseiing by the chairman and/or dean of the faculty mei^ber 
whose work is ideemed unsatisfactory, with a ylevij. toward improvement ' of 
the quality of peffonnance; 

(2) di/scuskions between the faculty member and the Vice Chancellor 
for Academic /Affairs, looking toward ar^ amicable settlement; 

^ Ji3) Jj/nfornial inquiry by the Academic Senate Committee on Tenure 
and Promoti6n as to whether adjustment la possible and If riot whether in 
its opinion' the (jiharges warrant further proceedings , wi^thbut its opinion 
the Chancellor; 

(4)^ a stajtement of charges, framed with reasonable particularity, 
by the Chjincellpr or his delegate. " 

A termination of a tenured faculty member will be preceded by a 
written statement of reasons, and notice th^t the individual^ conce^^ned^ 
will have the right to be heard by^ a special committee appointed #y the 
Academic Senate Ag^enda Committee and consisting of members of the faculty. 
Members of the/gpecial committee will r€{move themselves from the case if 
\they deem th^ms^lves disqualified .for service by reason of bias or 

iterest. cihallenges of nominees for membership on the spe^al qbm- . 

mlttee will be made at least 24 hours prloi!\to ' the announced date of the 
hiring . 

(1) .Servi(5ie ^of notice of hearing with _^ 
will be made at least 20 days prior to thjB hea| 



^cific charges in writi^ig 
ig. The faculty member 
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may waive a /hearing or may respond to the charged in writing at any time 
before the hearing. If the facultjy member waives a hearing, but denies 
the charges against him or asserts that the charges do not support ^, 
•finding of adequate cause, the hearing tribunal &11]> evaluate all available 
evidence and rest its recommendation upon this Evidence and the statement 
pf charges, 

(2) , During the proceedings the faculty ifllember will be permitted 
to have 'an academic advisor and counsel of hls/cholce. 
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(3) A verbatim record of b^e hearings Will be taken and a type 
written copy will be made available to the faculty member without cpsj: 
upon request. 



(4) The burden of proof that adequat^ cause exists rests wJ/th 
University and shall be satisfied only by c fear ^nd convincing ev 
in the hearing record. considered as a whole. 



denc^e 



I'he 



(5> The heiarlng tribunal will grant /adjournments to enable eijimr 
party to investigate evidence as to which ja valid claim of surprise i| 
made. 



^ — ^.(^ The f aculty member wlli be affbyded an opportu 
necessary**witnesses and documentary or otmer evidence, arfd 
tration of the Univei2ilty will, insofar as possible, X^^u^ 
'tlon of such witnesses and make availably' necessary 
evidence within its 'control. 



ixy tq/obtaln 
t h^^dmi ni s -? 
th^ coopera- 
ents and other 



^ (7) The faculty member and/or cdunsel^afwl the administration will 
have the right to confront and cross-examine^ all witnesses. Where the 
witness cannot or will not appear, but tile cprnmitte^! determines that , 
the interests Of justice require adud/Mlon of hi|S statement, the com- 
mittee will identify the witness , ^(31s close his statement, and if possible 
provl^ft^^for interrogatories . 

In the hearing of/chafges of incompetence, the testimony shall 
include that of qualified faculty members from this o^ other institutions 
of higher education. ^ - j ^ 

(9) The hearip^ committee will not be bound by ^trict rules of 
legal evidence, andmay admit any evidence which is d£ probative value 
in determining^the issues involved. Every possible effort Will be made 
to obtain the most reliable evidence availablle. Any evidenke-^r elating 
to* the faculty member's reipord of service td^the institution^ will be 
admissible. I i/i / 

(10) The findings of, iact and the decisic^n w^ll be basefT^oleiy on 
the heari^ig record and the stat;ement of charges. 



(11) Except for such aimplie announcements' as may be-4:equired, 
covering the time of the hearing and similar/matfcers , publi^\§tatements 
apd publicity about the case by either the faculty member or a^m4^iatl:a- 
tive officers will be avoided so far as possibie until the proceedl-tig^ 
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havp been cdiiipleted, Including conaideratlpn by the Board of Trustees. 
Th,e Chancellor and , the faculty member will be' notified of • the decision » 
in writing and will be given a copy of the recordt of the hearing. 

(12) If the hearing commltteli concludes that ' adequate cause for ' 
terriiination has-not bjsen established by the evidenc^ in the hearing record 
it will so reporjt to the Chancellor, If the Ghancelloi: rejects- the report 
he wil^. state .his reasons for doing so, in writing, to the hearing com- 
mittee and to the faculty member, and provide an opportunity for response 
baf ore transmitting the case to the President and the Board of Trustees. 
If die hearing committee concludes^ that adequate cause for tetTninaition 
has b^en established^, but that an academic penalty less than termination 
would be more appropriate. It will so recommend, with supporting reasons. 



If terminatiorv or other penalty is recoiranended , the Chancellor will 
trafnsmit the record and his recommendations to the President and the Board 
of Trustees. Review by the Board of Trustees will be based on ^the hear- 
ing record, and will provide opportunity for argument, oral or written or 
both, by the principals at the hearing or by their - representatives . 



Criteria for Tenure Decisions 



The following criteria pertain to decisions governing the awat^ding^ 
of tenure^ The list Is not necessarily comprehensiva, nor should it be 
assumed that the items are of equal significance, that each is assential 
for every individual under consideration, or <|£hat they' are listed in the 
order of relative importance. ~ 



(1) Demonstrated teaching effectiveness; «_ 

(2) Evidenee of scholatly competence in subject-matter .area; 
'•(3) Appropriate^prof essional degfrees ^ awards, a|id achievements; 

(4) Evidence of professional growth appropriate to the subject 
matter area ; ^ 

(5) Demonstrated ability to relate effectively, to students 
i and colleagues; 

(6) Quality of academic advisory service to students; 

(7) Participation as appropriate in extracurlricular activi^es; 

(8) Staffing needs of the University; 

(9) Reliability and punctuality In the performance of r/fiitlne 
duties ; ^ 

(10) Activities of a scholarly and professional natui 

(l]j) Membership, and participation in professional organizations; 

(12) Service to tjhe University; 

(13) Service to the community and the state; 

(14) Completion of an* adequate probationary i|j^iod.j, 



Tenure, is normally held only by full-time faculty in the following 
ranks: professor, associate professot, and assistant professor.. However, 
under special circumstances, an instructor ma;^be gxanted tenure without 
promotion in rank. . 
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Note on Tenure 



\ 



It should be 
it is granted only' 
on the re commend ia 



ed that the granting of -tenure is noJ:-^uJu5md^iLJ 
positive action of the Board ^f Trustees, acti; 
of the P^resident of th^ Univetsity, and such rrecHm- 
mendatipns must /Cave the prior* appiroy^l of the chancellor of t^he carapusj / 
in question. Jlfeniire is an expre^sibn of confidence in the integrity 
individual teajrfier, and of belief in his value to th 
It Implies thajt^e has been judged to have perf ohned/^U 
y*./iOMeir.y.a sufflGXently long period of time to pewii 




and worth of 
, institutiq 
and respo 
relia ble 



iments to be/made. 



Tenure is designed to relieve t^ faculty 
member from undue con ci!e^rJi^ over retaining his position so lon^^s he con- 



tinues to perform well/^nd responsibly. Xt^guarantees th^ 
upon at the time tetiure is granted* Tenu^i^ insures usj 
cedures before a /dismissal, but it does,<>*hot insure 
after proper procedures have been foljt&wed 



agreed 
proper pro- 
dismissal 



Tenur^ls not granted for 



Appointmein: to the Faculty 



Authp^ 



ization of New -Posi 



During the Fall Q 
of independent departmeir 
/ JPor the follbving year /fo the Vice CKancell 
^ Mthorl^ation to f ill^hese positians will 
authority of the Chance ll^t,4ttW^ 
rollijDfejat projections. 




administrative ^sition as suet 



er -de^ns of J?€spective school^^ (and chairmen 
will submic recopmiendations of new positions 

for Acafdemic Affairs, 
le granted or withheld by 
eriafeton of budgets and en- 



Authorization of Replacement ^ 

Upon receipt of r^^gfiations appCc^oval of recotnmendatlons £or ^ 
termination of servd^Si^/ the Vice ^^an^^lor for Academic Affairs will 
grant or withhold ifc^o^i thus cr^fed on behalf 

of the Chancellor ,y/fter due cori^5|^f^'fclbn budgets ^ntf^ enrollment 
projections , 
<» 

Eligibility ^fy^ Appointment/ 

1. (Citizens (by bd^h or naturalisation) may be employed In posi- 
tions considered to be iperm^nent. Non-Citizens undergoing naturalizaition 
ihay be>^ployed in p^i^tlons which are normally expected to l^e permaneirit , , 
but t^ure n\ay not be granted to sucl:i^ emplyoyees tintil naturalization pro- 
cedv^es are complete . 

2. As an/ Equal Opportunity Efmployerj UniverkLj|^y/per policies 
'permit the emp3^yra6nt of persons related^by' blood or ' Prefer-;^ ^ 

ably such per^on^ should be employed under a different oxganizationaj 
line of aufctlblrl^y which means t^at each has a dif f erept su^rvlsojj^r * 
dejtErJtjme^ however, this lis not to prohibit thiB 'employmerTr of ; 

quail fi^S^SSiS^^ same f^yiy in the same department soN^png as * 

dhe m^ipber/lsf niF'^S^^b^^ the appointment,, retention, 




16 



salary, promotion, or/ifcAnduly Infl^ declsoon made concei^nCng another 

. employee related to /nim a situation ap develop where cfn^ member 

of a family fpxdsJmaBelf in a position- qf r^ponsibility-af^^^^ 
relative, he should valve* Wll decision mak±|{g authority, th^^ 
such authority the' next higher adminls|r^tlve officer. " In any ev^nt, 
decisions made/condeming members of the/same family should not be In- 
-^flu^nced by race, color,, creed, natloniaf origin, or se^t;* 

/ Qi^± ter la f pr Appointment 

following Criteria shou^!d be*, considered as guides and assigned 
varying^ degrees of weight. Deflmiifencies in some criteria may be^'counter'-. 
balalic^d by s^uperiority In oth^s. It is understood that, in certaih 
specl^li^ied fields of^^rfdeayor , . some of tjiese criteria should Ibe replaced 
by oxher standards. / / - / 

Pppf essdr 
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Associ^tjg ^'Pfofe^or 




1» . The Do^ctorat^ or equiv^ent training and experience / 
2.. Establishejr reputati^ as a/'teacher , 

3. Established record^n research and/or scholarly o^ >|)to- 
fessional attaimmnt'' , . / 

4. - Recprdr of effec^fcive participation in professional activities 

oth^ than tabbing and research / ' -t^'^' y' 

5/ DeD^nstrat^d ability to relattgs effectively to students a^d>. 
pr^fessigi&l colleagues. 



/ 



Doctorate, or liquivalent training and experience 
bod reputation as a teacher . „ * 

Good record in research and/or scholarly or professional 
attainment *. * ^ 

Interest and participation in professional activities o^mer 
than teaching and reseatch 

DemonstratSrd ability to relate effectively to stu^dejais .*and 
professional colleagues \w . 



Assistant Professor 



The Dpctof ate or equivalent training 'and certain 
fields the Mas.ter's degree may be sufficient) ' . 



Instructor- ^ 



2. Demons ttated ability as a teacher 

3. Definite evidence of research ability/^n'd/or^cholarly or 
professional promise - * / " 

4. Interest ai^d' participation irt«'prof^sional' activities otter 
than teaching' and research 

5. Demonstrated ability to relate effectively to students and 
^^rof essionytnc&lleagues.. ' /-^ 



1. The Master *s jdegrea* or,eqi^alenb training and experience 

2, Interest In^teaching 



3.. Interest in research an^ scholarly or/prof essional attairwieht 
. . 'ExQ,etleni: scholastic recoTd*aa-a student " 

X^, , 5, Promise of ability to relate well to students. * * ^\ 

. • ■ 0- ■ < . .' ■ , . . . \^ 

>, Term of Appointment ♦ ; ^ / ''^-—^^^^■r. . - 

Appointment <^f facUll:y m€iml&ers, wttk respect to X^eoTi^af two- types }^ 
XI) Academic year or nliie montR^ , .and (2) Calendar year ar tweiue months , 
depending on the Wture ©f duties. Persons on the regular academic 
faculty^ appointed to teach nine months are paid In 12 monthly payments. 
A faculty member appointed on the academic year hasis earnss^one third of 
his anttual salary for each quarter taught^ Such/i«^:SYns teaching in the 
sjimmer school r'eceive iextra compensation. . / ^ \ ' 

Specif icatian of Position ■ / . 

The chairman, "of, the department ot the dean of the school Concerned 
should specify clearly the kind ofi^ersdn he is seek^ng< It is* expected . 
that: foi: each position to be filled a written job description,' satlsf^r 
ing. fully the University ^s assurance of comp:liance with ^Office of Equal 
GpportUHltJy regiilationg, will be filed with the Vice Chancellor for , 
Academic Affairs* " / , - ^ 

Rank and Salary ^ . v ' * ' 



Ranktdtfered candidates for positions sliould \e in keeping with the^ 

^ criteria for aplpointment listed on page ifr-^f- of thl^^andbook. Salary . . 

offefed should be within tfee salary schedule range fory the proposed rank 

and subject to budgetary limitations e^xisting In the gfyen case. * Pro- " 

posals, as to rank and^ salary must be^ approved by the dea^of Xhe^ school, 

the Vi^ Ghancellor for Academic Affairs, a^d the office of the^ Chancellor ... 

■ » . r ■ ' ■ ■ ■ ■ * ■■ , . . 

Credentials ^ „ r - ' . 

Each candidate to be screened must subkit a dossier ot a set of: p lace- 
'tnent office credeht^ials, IncBidirtTig at least thre^ letters of recommendation 
(prefflrably more), and tr adscripts of academic credit. Tennessee Stette law 
now requires that":applicants accepting positions sign a statement re }.ktive 
to any. convictions for aegail violation?;. Thid statfpent ajipears on the ' 
standard personnel- infqrirfa t ion 'form, which should/^e used by the. applicant 
. aSf, a' means ojE making formal application. 

Lnte.rviews . 

-A candidate with satisfactory credentials may be invited to* the cam-' 
pus for an expenses-paid InterHew vlisit' if his Interest Iri a positi^^^^^ 
seems genuine. If possible, each candidate Should be interl^lewed before 
an offer of eraployment Is made., bepartmental chairmen and deans are 
expected to search widely for. weM-quali£ied candidates, screen candidates 
/very carefully, and observe the provisions of the Equal Employment 
J\ffirmative Action Plan. - ' 



S^GOt^endatlon f or Employment of Faculty Members ; 

The department al chairman artd dean of the schdol concerned should 
file with thk Vice Chancellor for Academic Affairs , perferably after prior 
•'consultation with him, any recommendations for employment of faculty m(Sm- 

bers /,stat;tng proposed raisk and salary^ For this purpose. Personnel 
. Porni No.^1 is used; Each /recommendafclon should be accompanied by a full 
• set of credexitials , two completed income tax withhblding forms^ , and 

V f or pew'ons on long-term appointments, a signed application for TIAA and 
CREF Retirement Annuities". Blank forms are available at the Office for 
Academip Affairs. ^ 

JSxecution of Contract - ^ • 

if the' Vice Chancellor for Academic Affairs and the Chancellor ^ 
approve recommendations .of the departmental chairmatt and appropriate 

; dean, a formal letter of appointment will be. written to tShe candidate by ^ 
thexyice Chancellbr for Academic Affairs. This letter with written 
letter. of acceptance from the candidate' will constitute the contradtual , 

, agreement. . » ' ' v ^ ' i 

All personnel a^e-legally on one-year ' appointments , renewable each 
year j unless desJ^lgnateiT^aSr^ti^^ .Renewals and ap- 

p^intmeirts are accomplished anilti^lly by pi 

name in the budget. No official n&ticje of. such reneyal is given to , 

•tenured personii^l. Letters, of appointment contain t^rms and conditions 

of employment. ' . p ? ^ , 

" . . Prjomotions apd Salary Adjustments i * 

General Statemet^t v ^ / - 

Promotion in raiifc ot increas^ in salary ar^ in part^a recognition ^ , 
of past achievement. They are also a recognition of^jpromise and an indl- 
cation of confidence that the individual Is capable o|f greater accomplish 
ments and of assuming greater responsibilities. It ijs the policy of the 
University to make promotions and salary adjustments Ion the basis of mer 

. • . -rt' ^ . " ■ ■ , ' 

Periodic Consideration , ; 

" ■ ^ " ,.- ' ' ■! . , ■ . ■ r. 4^- - 

I It 1*8 the policy, of 'the Unive^rsity". to consider bach faculty |membl^ 
, for promotion or salary adjustment annually. Annual revi^s are <|x>ndu<||^ 
by departmental ehairmen 5 deatis / and other apptoprlat^ aaademic off iceff^^^^ 
The faculty meiipiber should fe^l free to discuss his Status with, hiS de>att;*^ 
metitai chairman at any time. , , V 

- • ^ ^ ■ ^ ■ * ■ ■■ ■ 'i •, ' . ■ ' ' ^ , 

In general, 'all recommendations for promotion oi? salary adjustments' 
Within a department are Initiated by the departmental^ chairman.' Recpm- _ 




^ ^This airrangement Is* specified in The University of Tennessee Charter., 
'of 1807 • However , the faculty member should be cognizant of the Ui^iversity ' 
tenure policy sfated in a previous sec tidn^ ^ . ; / 



l[aendat±o«s for^jproifiotion or salary adjuatments fpy all other personnel 
-are»' initio or other appropriate officers. Normally j all such 

''vlej(^n0Brka made In conjynction with preparation 5^ the budget. 

Final DecMlon,. / ' 



/iPlnal Wclslon on promptions and^ salary *ad;iluistjfe 
be ma^e by the Board of Truete^s, and ate tp be Sonsidered t«n.tatly4 until 
such action has ''beeji. l^aken. This' Is normally' an/ it em- of business at the 
June meeting, qt 0\e Board. 



Effective Date 



./.i^motions in rank and salary adjultmenta within rank are normally 
eff^dtiye September 1 for those on a(jad6mic year appointment and July 1 
for^thpse on cale ndar year appointment. ^ 

'. ■ ■ 1 . ' ' ' * » ■ 

Criterira f or Promotion In Rank . ^ ' - 



in 



general, Bi^-erlteria fox pr<Dmotio% in raftk' ar^^ s^ to tho^ 
f or appointments in .the variolis ra^^ Th(^ toUpwing criteria shPul^l^e 
considered as guides and are assigned varying degrees of^ welghJ^^^lJef ix^ei^^ 
cies in some criteria may be couriterbalaaceA adequately^ by su]periorl^J:y in 
others. Jn certain speciSlized fields of endeavoir; sope ol thesi^ criteria 
may -be Replaced by o ther standa-rds* . , i ' ' ■ 



Professor 

1. 

2. 

: 3. 



The doctorate or equivalent •training and ^experience; . " %' 

Established reputation a.s a teacher; ^ v ' V 

-Established record in research and scholatly pi;.of essional 

' . .fl . ^ . . 

attainment; ... • / ' . ' ' ' 

4. Record of effective participati-on in professional activitieB 
vother than teaching and research; ' ^ / 

5. (Normally.,- at least five years in .^anlit /as ah assocAate professor; 

6. M Demonstrated ability tp relate effectively to st&dents an4 pro- 

fessional callea^es . . \ <^ 



Assaciate Ptofe^soc 



1. 
2. 
3. 
4. 

5. 
6. 



ce; 



The dpctorate or equivalent traihing and*experi^ 
Good reptitation as a. teacher; ^ ' 

Good record in reaearchv and'-' scholarly' or prof esi^ional attainment 
Interest and participation in professional activities other H:han 
teaching and research; ^ ; . * ; • 

Norma$ly> at; le^ast four yeans in rank its an- assistant professor; 
Demons tWted ability to relate effectively tp sti^dentsXand 
professional colleagues. ' . ^ 



Assistant Professor 



The doctorate oj: equivalent trMning ^and .experienBe (in certain 
fields the Master's degree may be sufficient); ; ^ 



2. Demonstrated ability as a teacher 1 

. ^ " 3,. Definite evidence of research, ahlldty and scholarly or pro- 
fessional promise; V - ' 

4. Demonstrated ability i:o relate effectively to/ students and 
professional colleagues. 'V 

Procedure for Effecting ?romQtion8 dnd Salary Adjugtmerits 

In general, thie 'follofvltig procedure is utilized when considering 
faculty members. for promotion or salary. adjustments: 

■ \ ■ • . ^ \- . ' ■ 

"1. Recommendations are submitted by departmental chairman or 
others with this administrative responsibility, to the dean or ciampatable 
officer of the appropriate s^chool. (Riecommendatlons on ^the above-mentioned 
Incumbents are submitted by the next administrative supervisor.) 

'2. Af^ijfe^r-iE^ 11 consider at which may incl^ude discussions between . 
the deparCmental chairmanv^and senior members df the ^lepartment, and be- 
twi^en^^^artment chairman an4^dean or otheif academic^ official, as well as 
ap^fpprkate interview^ ,^ the deat\ malces a formal recommendation t6 the ;Vice 
Chjancellor for Academic Affairs . " ^ - ' ^ 

3. The Vice Chance Hor for Academic Affairs reviews the n^confiien-. 
dations atid indicates his concurrence ot non^Qoncuirrence before feubmitting 

■^M— tMr^ireGommendatlons ta the Chancellor. 

. : • -"A . _ ^ ■■ 

4 . Those recommendations "v^^ 
by the Pireisldent of the University^ are submitted to th6 3oard' of Trustees 
for^firial action^ -j:^-- 

y, ^ . r' V^" ■ ■ J^' . ■ 

5. Any individual faculty member may appe^al his CBse to any of the 
parties mentioned in steps. 1 thtough 4 above. Sqch individual should 
follow the steps outlined above in pri^sentlng hiSsi appeal unless he feiels 
fhat'^his case will be prejudiced, bjr so doing. 

~ -- ■ ' j " ' " » 

Faculty r^^g^natlons ^y-' 



Dismissal o& Ten dxed >PersoiFme# -: ' ' 



„ Dismi|lals of teritirlBd |a1:ulty are made in ^accordance ^ith principles 
and proceidtires contained |h previous secti.onjsrri^fl policies regarding tieilture. 

Termination of Non-Tenured ^Personnel . . y-" 

; Non-teiiured personnel i if not reappointed, will be terminated in - ^ 
accordance with t^rms specified in the letter of appointment. p. ^ 

Resignation . < ' 

It is the clear obligation of - faculty members who wish to resign to"^ 
. make their resignation effective at the end of the academic year, or under 
eiijceptionaf circumstances , at the end of an academic quarter. :In all cases 



notification of resignatiotrsh.ould be made early Enough to ohviafed serioUs , 
embarrassment to the University, preferably by April 1. 

Pay Due on ResjB^nation . , 

4 Leave pay due on resignation will include a pro rata share of annual 
leave-. Teaching faculty serving dnmine^^nonth appointments who sever 
connection with the University, Before the end of the academic year are ^ 
paid .for the number of quarters of teaching on the basis of one-^third of 
the anAuai salary/per quarter. 

Peath |v - , . 

The Univiersipy policy with reference to pay for services rendered* 
by faculty in active service whose contract year is terminated by death 
is as fallows: / i * ' 

1. 'Foiya deceased f aculty member who was 'employed on a ninf^on^h 
basis, the-iien6f iciary will receive his regulas pay to the end of the 
^ month in '^Ich death occurred, plus pay fqr^one additional month, plus 
the pro rata share of annual salary yarned but unpaid at the time pf death. 
"* , '' ' ' ♦ ^ . ' 

'2. For a deceased faculty member whV^wap employed on a twelve- 
month basis, the beneficiary will ^receive his regular pay to the end of 
the month in which death occurred, ^ plus pay for one more* month, p3pUs ^ 
accrued annual leave. . * 

Off icial Leaves , of Absence 
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General Statement » ' * 

The University views favorably leaves of absence for professional - 
growth and development. , Leaves of absence may<^be granted upon written 
request by the faculty member, recommendation by the departmental chair- 
man, and approvals by the d^an or director, the Vice Chancello^r rfor 

Academic Affairs, and the Chancellor. ' . ' 

' .. ' > ■ ■ ' ■ ' ' . 

Leaves of absence are normally granted for not mor6 than t)ne Jyeax 
and hoi^alLy with;Out University compensation. A very limited r|imber of 
grants-in-aid ma^r be awarded tp assist faculty members In further grad- ^ • 
uate sjtudy in their fields of specialization. Each individual case will 
• be. considered on;-its metlts. - ; . 

Sick Leave ; " • 

It is the. policy of the University to gran^t slckJLeay^. The adminis- 
tration /M* -this policy valrles with circumstances of the individual caSv^. , 
The following* factotar-are considered in making the detennination: (1) 
length of service, (2) necessity for replacement, (3) quality of past^^^^^.-.j: ^ 
•service .and potential future with the University^. -ife^^ 



Funeral Lfeaye ^ ^ , ' ' 

\ In case of death, in the toanediate family (parenta,, granciparents , . 
.parenWl^-vtri-^lav, children, apouse, brothers, and sisters) an employee may 
be grafted reasonable and cpstomary time off with pay not/ to exceed five 
(5) w^orklng days. H^l may be required fco furnish verification of the 
reason^ f d?r the absence upon request of the supervisor or the per,sonnel 
authority', ^ " ' \ 

Military leave for Short Toura of .Active Duty - 

. - '^^^ 
Tennessee law authorizes leaves of absence f rom- their res)C(ective 
duties f 95? members of the .reserve componentia of the Armed Forces' bf the 
United States who are employeea of the. State, or ^y political subdivi- 
sions thereof . Any regular emp3,oy<ee of the Uiiivfersity, at any location, 
who is a iji6mbi^r of a re^serve compbnir)Lt of the'Arpied Forces of the United c' 
States is entitled to a leave pf absence without loss of t;im6, pay, legal 
leay^,' vacation leave, Impaiment of efficiency rating, oV any oth^r 
rights or l^e'nefits to which he would otherwise be entitled, for all periods 
of military service du^itig which h^e 1& ,^nga^ed in the performance bf duty 
or training in the service of this^»<fate ;pr of thfe. United States, Such . 
officer or employee, while on ^jAtflTmilitary.leave, Is pa^ or 
comj)ensation'*£br a period oj>^^ to exceed fifteen working days 

in atiy one calend^fVyeap*^ Academic faculty,^members ate expected to perfonh 
their active duty niilitajjy training In the Isummer and when they are not 
receiviiag extra pay for suDfiiiet^sesslon, 

Policy Relative ^to Extended Military Leave 

• - * ' ■ , 

Except under emergency conditions of total war, faculty and staff 
members should not seek active military duty at dates which would coti^lict 
with the nortaal conduct of University business appropriate -^o their em- 
ployment. ^Since members of the reserve £orces may be called involuntarily 
at €ates not selected by the individual,, the University will cooperate 
with such staff members and the Armed Forces in every manner possible. In » 
general, the person called to active duty will be placed^ gn military leave 
effective- the date of his assumption of active military^ 3uty and will be 
-returned to the employment of the University a t^^tKe end o;f active duty. If 
suich dates do nipt coincide with the beginning or ending ,d^tes of the 
academic year or of any school term, th^ computation of ^h^ payment for 
accrued leave, if any, as well as the specific dates f or il^elease from and 
resumption of University duties, will have to be determinfiid by apprbpriate 
officials in, each particular case. Persons ret;iirnlng frdm military leave 
will enjoy the same rights and^ privileges to which they were entitled 
bef ore they began military duty, ( ' J 

. It is the duty of the department to find replacements for persons 

so called, if nedessary. ^ 

Fringe Benefits of University Employees^ on Leave ^ with Particular Reference 
to Military Leave , 

Although thelunlversity has no option in choosing the date ^t *whlch 
the leave becomes effective, military leaves vrlll be treated in the same 
mariner as normal leave in respect to fringe benefits. 
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!• Social Security: Social Security dedufitions^iid c^ntributigns 
' . by the employer will cease with the last pay check payable to the employee 
\ feefor^ the* emplpyee goes on leave and will Ixe renewed with the" first cheek 
^from' th.e University after return from leave. ^ ^ 

^ ' ' • ' . '^r ■ ^ . .! ' . 

' 2. TIAA/CREF; Qontributiona on the part of the employer cease 

with the last pay check to the employee.^ ^The employee, however, may elect 
^ to Qontlnue contributions by depositing with the University Personnel Ser- 
vices office several months' payments in advance* and having the remittance 
,i made through University channels. * . 

** 

' 3. ' Hospitalization-Llfe tnsterance:' Hpspitalization-llf e insurance 
coverage may be continued while' the employee is' on leave If he is willing* 
to pay the entire premium applicafele thereto. These premiums, should b6. 
paid at least quarterly in advance to. the Personnel Services office. 

/ : Maternity, Leave 

" ' An employee who is pregn^trc will be granted a maternity leav*e/of 
- : absence 'on request. An empl-dyee will be granted leave without pay ior 

/maternity reasons after slie has used/ any sick l^ave or vacation leave for 
^ whicii she is eligible. / The usfe of sick leave for this purpose limited^ 
„ fto the period (s) during which the employee^'s doctor certifies that she 
is disabled for work. ' "^"^^ 

If t the employee indicates tlhat she does not int;en^ to re5urn;;:lto work 
after chUdbirth, a letter of resignation -should^ be ob^fain^. Despit:e\ 
-such a letter, the. employee may be eligible for unemployment compensation 
undei? applicable State' laws, and regulations if she reapplies for work and 
is not reemployed. . r ^ 

■^^ r • ■ ■■ ' ■ . ■ <^ 

the beginning date of maternity leave is normally at the end>^^the 
seventh month of pregnancy. However, the date may Jpe earlier orCfater if 
the: ^iiployee's obstetrician regards it to be in the? best lntei?\Bst of the 
employee or of the Dniversity. v , 

" Normally, maternity leave will end within a three-month peSriod fol- 
lowing ch;tldbirth. Additional leave time may be, allove4 Af -the employee *^is 
\ . physician states, in writing, that it is ni^ede:4 for medic|Ll reasons.^ Upon 
retulning to workj the employee j^hall present a physician's statement in- 
dicating the employ^e^s ability to resume worki 



. ;^!^lf within tl^^^^^^onth ^^period following Icfedbir^ e»iployee 

1^' * i ha^^not. re turned "to work ot notified the department head <academic person- 
nei&or th^^er^onnel Office (non-a.cad6mic personnel) in writing that she" 
I*. d4sires to i^eturn to work, she will be considered to b^vfe resigned her 

position and may be terminated. > -'^ " ' ^ • " 




An employee returhing from maternity leave will be entitled to the 
same position or simlip^r' position at the same level and rate of pay from 
which she left. v „ 
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Annual Vacatjona for Personnel Employed on a Tvelve-^onth Bas^ts ^ 

Faculty members regiilarly- employed on ^^ twelve-rinonth basis are- 
entttled to 24 working days' annual vacation with pay. .Faculty on twelve- 
month appointments may ^accumulate and carry forward f3^om one calendar year 
to the next a maximum of forty^two, working days. In the ^event. an employee 
on twelve-month appointment has a greater accumulation^Jthan one year's 
entitlement at.; th4 end of. any cialWar year , fehe^ carry-forward amount will 
be reduced 'to tfhes amount accrued during that calendar year. The faculty 
member will arrange the timing of vacations, with his immediate superior. 

Annual Vacations for Personnel Employed on a^^ine-Month Basis - 

All faculty members regularly emplo^^d oh a nine-month basis are con- 
sidered to be on vacation after the spring quarter Coramence]pent, and ^ all 
reports have beeh mad:e, to a reasonabie periocf prior to th^ beginning' of 
the fall quarter. * ^ - ' 

^ Designated Holidays^ . - a o v 

The fojlowing holidays are normally recognized by the University, 
and oti^'ers m^ be declared 'from time to tim^^ by the administration > 

- ■ * 

New Year's Day ' Thanksgiving Day 

Independence Day j Christmas * 

iiabor Day * » " . 

General Policy ' \ : 

The University's Board of Trustees has issued the following stateAf 
iSent' clarifying its policy on the' cancellation of classes: "Students wh 
enroll at the University of Tennessee have paid fees, for courses in which 
they are 'enrolled and the > citizenry of'^the state has provided funds to ' 
support schedule^d academic activities. Hence, faculty- and staff metnbers 
are to conduct their classes and related functions in acc^rdanclB wi|:h 
previously established schedules. -Tfeere will be no deviation f rojm. this 
^procedure unless permission is given by approfrtriate adminisjtrators, in | 
accordance with, procedure! established by each phancellor.. " ^ * I 

V ■ ■ • ;v ■ - II : ^ . ^ ■ ' I 

"Action contrary tav^the nreef^ding policy is prima facie evideti^"c|j 
violation of contractual (^^Tiimitments /^f faculty and staff mem^^s- to th4^ 
University of Tennessee. ^Variations from this ^policy will be'^ ihvesti|^l<f 
and, in the event of. verified violations, apprtjpriate action, including, 
voiding of employment corftracts,. will be taken." * ^ » f 

In general, a faculty member who must be absent f^ any reason is:' 
expected to secure the permission of the dean of his. school f^br thg absence 
and approval for any alt^ernate arrangements for .teaching the classes 
missed. In the event of an unusual *t)r prolonged absence, or the necessity 
of "employing a paid substi|utei arrangements must be approved by the Vice 
Chancellor for Academic Affairs. In cise ^of an absence which is unantici- 
pated and unavoidable, the departmen| chairman or the dean of the school 
must be notified immediately . ^; ^ ^ 
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/Faculty Load ahd^Otffce Hours 



In evaluation of teacliing load, height should be given to number of ' 
credit hours taught, ntnnBer of teaching hours per week, size of classes, ^ 
ai|d extracurricular servlces^ undertaken. A mijaijnum of twelve credit hours ^ 
in pourses with full enrollments per full-time ppsitiptt may be taken as an 
acceptable guideline. This may be redurC^d somewhat if a large part af .the 
teacher's load ig laboratory teaching. Adi^inistrativp assignmeijt of, certain 
duties to a faculty member and participation in., appToved research may in 
* some cases justify a redaction in his teaching load. In certain instruc- 
tional areas the nature of instruction required may justify ^reductions in 
the number of credit hours expected per teaching t/osition. ^ ^ ' 

Teaching Load of Departmental Chal^en ' ^ ^ 

Departmental chairmen are normally expected to reach, but to reduce 
their . teacMng loads to allow time for adequate depart^en^lT^administra- . 
tipn. If a depar-tmental chairman's ^administrative duties are limited to 
thosfe of his department, a Teduction of teaching load by\25, percent for 
each 15 members (or major fraction thereof ) in his department may be 
taken as a reasonable guideline. 

' ■ ' ■ ., ^ ■ ■ 

©f f ice Hours \ 



Each f iill-time ti<ache£; is expected to be available to students on a 
regular ±j as is for cvdnsultat^on and advisory ^e^^ Office hours fall- 

ing within thje-'^i^^ a.m. to 5:00. p.m. should, therefore, be 

scheduled jafi^x^hedules sho^ 



Facultry Meetihgs 



General- Faculty Meetings 



Faculty itt^mbjers ' are e^^pected* to"* atteni^^^ offi,jci"aliy scheduled and 
called facuLty meetings. official meeting of the faculty and Various 
grQup conference^i?S|re he4d^ the, opening of^the Fall Quarter^^p It is 

important that evS#y facSjIfey member be present. In a cas^ of nec0a^tj 
absence .from an official, i^eting, anotif ication should be given tp the 
,Office of the Vice Chancellor for, Academic Affaifs. ^ 



Departmental Faculty Meetings ' 

' ' : : . , , ■ . V 

in t^ie interest of communication among admlnistratpt^* and faculty 
and in order to encourage , the participation of all faculty in instruc- 
tional and curriqular planning, all academic departments should hold at 
leait^e or more regular | faculty nleetitigs per quarter', ir as' often as 
needed to achieve effective communication between the -administrator and 
tjie group reporting to him, * 
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Faculty AttenBance at Professional, Meetings 



'in accordah^^iirLth The University^ of Tennessee* a geneial policy of 
promotion of prot'essibnal growtl]^ and development , faculty, members aire 
encouraged to attend anSt participate in prof essional jsociety meetings. 
In cases of budgetary stringency, limita^tions bn the tiumber of expense- 
paid trips to nieetings B^ay be tiece^sary.. 



m 



The policy of the tlrifversity in this connection l/s ^9 follows; The 
travel must be necessary fpr the proper executipn of ofx^lal UjCiij^ersjLty 
business, or in Justifiable p'iftrsuit >f the Univirsity/s ^auqationkl and 
research pbjectives. Meetings and conferences to be attended must be of 
a prof essional nature that, will' increase the attending individual *s use- 
fulness to the Uitiversity. 

• Faculty Travel Policies and f rocedufes 

1 ' ■ ■ \ ■ ^ ' ■ - ■•■ / " 

General Regulations -^ ' - 

■*♦ ' . . ■* " * . * 

X. The regulations, in this section govern it^vel at University 
expense. Authorissation for travel will not. be granted and expenses ^ill 
not be reimbursed unless the. travel is.^ made and reimbursement cladtmel;iA 
accordance with these regulations. TSach department head must require./ 
that all individuals in his departttient who travel or are involved in pro- < ^ 
ceseing expense Accounts arfe thoi:oughly familiar With these fegulations . 

2. . General University- travel fs on the basis^ of reimbursement for 
the actual and necessaty exp^jygg' incurred, <«ubject to the limitations 
aet forth, herein. Receipts must be submitted with the expense account 
for each expenditure ^o'f $2 or more, except for meal^, taxi fare, and hus 
fares under $5. An^accurate record must be kept of .expenses incurred, . 
'since rei'mbursemerft will riot be made on estimates. Allowances in JLleu of 
expenses will not be approved except in the case of mileage for use of , 
private automobile* , ^ / 

f3i Regui^afeions relating to travel of University personnel ^hose . 
' expeni^es are t^ He paid from special gralntt or contract funds will|be in , 
accordance with pttrovis^^ons ot' the grant: o^r contrafct where such instru- 
mentslspecify tr^el r^Ulations* ' A ; . 4!^ / 

' ' \ ' ' . ■ ' ' ■ . —-^ ■ ■ > / •■ ■•(- ; ■• 

^'4. ExpensI which is incutrred at the of fifelai:; station of any officer 
oj employee will not be allowed.' Th^ official "station is office' IJe^d- 
quarters or the designated location of employees established in the field/ 
Deviations foi? uijiusual or hardship cases mn^t bje justified and aut|iorized 
in advance. , „ * " • * ^ 



•'•The travel regulations contained iti this chapter are consistent 
with and subject Jto revisions of those published by the University^ in its 
Manual of Fiscal iPolicy and Procedures Statements (FPPS, No. 5). 

, * ' . •' • ' ' - • ■ " 
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^ ^; • . : ■ ■•■ . ' • ■ ■ ■ . 

5« The limits on travel expenafes set forth, herein are not to be 
construed, as aipu indication of amounts that should be 'spetit. Instead, 
^^Ihifes^ . are maximum amounts' ahove which reimbursements cannot be made. ,Uni-^ 
" versity employees in tratveling skould be as conservative as good taste 
and circumstances permit, / - 

. . . ' - " '■ • *' . 

Autjio.rlzation f or Of f icial Travel - ' ^ 

,1.' A properly executed Travel Authorissatioti ForiQ (JJo-* T'^18)'must 
accompany each request for relmburseineiiit of off icial travel (available 
from departmental secretaties and from th0 Busineiss Affairs Off ice) *. This 
authorization, when properly approved, is prima facie evidenced of the ' . 
-official nature of the travel an^d '^serves as supporting documentation for 
workipen's compensatifon and related, insurantie jcla'ims" in the event Of accl-'v 
dental injury or death*. Foi; this reason, staff members mwst initiate . 
travel authorization forms sufficiently in advance in order that they ' v 
may be reviewed and approved by the apptopriata authority arid returned ; 
prior to the departure date*. For Intranstate travel, the deM or 'director 
' will apprdy.e all traye^l pf. his college or division personnel, Tha appro-* 
priate vice chancellor will approve travel for ^the deans .and directors. 
For inlTer-state travel, all trips must be reoopamended in advance by- the 
dean or director, then approved by the appropriate vice .chancellpj . • 

2c, Requests for authorlzatibn^or travel^must show the purpose of 
the tripi destinsftions, length of traveA status^ date and time of leaving 
and return, and mode -ipf transportation k' ' ^ 

3. The original df the approved Travel Authorization (Form t^l8) 
must be attachedvto the^' expense account wHeu submitted to the Treasurer 

> for reimbursement.' • * 

' ■ - ' . ■ -J ■ ■ ' ' - " 

4. Deans, directors, departmeiat h(^ads, and others authorized to. ^ 
approve travel .reqjueats will be guided 6y the following, considerations : 

a. The travel must be necessary for the proper execution of 
official Urilverslfcy business^ or, in justif lablfcepursuit of the r 
. * -University 'sej^ucatipiial and research objectives. - 

b-. Meeting^p and cotifer^nces to be attended must be of a / 
professional nSture that wi.l'l inQrease the attending individual|'sf| 
usefulness to the University. ' ' * ' ^ 
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c. Attendance of an Individual at 'prof essional or' scienti|ic'^; 
meetings shoiild be limited to. not moire than one per fi^ca'•l yea|: 
unless he if invited to de^llver papers at more than one meeting or'^ 
unTess he Is an association officer whose attendance is reqiiired 
at more^. than ^ne meeting* 

d. If more than^ one '^individual is attending, the same meetirig, 
the authorizing official will approve the use of ^^iJit^efslrtjc^ car 
whenever available. If authorization is given for the use of 
University car to attend a convention or meeting, nO concurrent^ 
aiithorization for other modes of travel at llrilverslty expense 




. ■ ^' . .. . .. . , ■ . 

shall be granted unleaa there is an excess of four pffictal 
* . representatlvea for each University car making the trip, or 
unless sufficient justification is mad^, ^ 

e. On minor travel itema, authorization may be mad6 by groups 
and ^ If -so, expense accounts for each group must^^be liquidated 
a'^t'the same time. ' . - 

f. Established field travel may be covered by blanket travel/ 
authorization for defd^ilie periods of time. . -J ,. 

g. bistribuj^fon of approved authorizations is as stated 
Form T-18, 

Tr ansp or t a t jW^xp ens e 



vJrC Transportation for^ persons -traveling singly should M'e by cpmrnon 
capaffer (air, train, bus) wherever practical, Advantoges must be ta:keit 
rdUnd-trip rates when available. Travel must be by the^ost direct ^ 
route possible, and any individual traveling by an indir^t route must 
bear the extra e^KpensQ,. occasioned thereby. 

2. Air Travel . The use of airplane p travel 1^ recommended when' the 
cost of the employee's time Is an important factor qnd when the trip is 
so long that other methods of '^ttay^l would increase the subsistence 
expense. The traveler 's^copy of t$e airline tldii^tr or apcep table 
receipt must be submitted with the Expense accpunt. 

' , The ^current Universiity regulatidns^require that^-accommod^t ions', for V 
air travel be by tourist or economy class. In tttj^-^vent that more ex- 
pensive aecommodations, are reqMred, expian^-tory notation must be 
made *on the request for reimb^rsemiBnt. 



All University employeeis must follw the'^bove procedUjC^^^^ 
expenses to be reimbursed ' in excess o^'tated University r^^fci^qtts . , If 
requests for reimbursement are processed to the Busiiii^f^i^ffairs: Qf^^^^ 
without prope^r doeumenjtati^n, ±t is necessary that a-^propt^ adjust- /^ 
ments be m^de or the rfequest be returned for corrections. 

■ ' ' A • i . • ' * "■■ . V ^ 

3. Train Travplj . , 1 receipt fW^ the t^anspqrtatix^^are (the rail- 
road's titket envelqpdx^lth th^^^^^^ suffice) 
must be-s^hmltted wijt^fl^fex^ei^ . Pullm^ accommodations 

are used the Pullman ticket stuftiAust also be suWitted W^ expense 
account* " . J ' - » * " ' " ' ■- ^K- ' 

^* Bus Travel . 'A receipt or ticket stub for busVtravel must Ibe 
submitted with the expense account, except in caises of^ylhort trips * ' 
where the fare is less than^$"5» - - v • *h z*^ 

*5. Travel by ^Autompblle . Automobile' ttansportation may be. .used- 
to* save tiiiie when common . cari?ier transportation cannot be^^^satisfactorily 
scheduled to cover a number of outlying places. Or to reduce expens^^s 
when two or more University employees are making the trlp..^ Authorization 
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will not be given for the use of more 
number of University employees needi 
nation exceeds four „persorifif'« 



a. University Au 
trayaLby aut 
automobile 
with motpr"^] 
purchase^ of 
-versity Motor 





Less the 
commoru desti- 



If necessity or economy requires- 
skpuld be made of a University-owned 
is available. A courtesy card , supplied 
&biles, will be used by the traveler for 
and other auto service. Contract the Uni- 
ar^range the use of an automobile. / 




b. Per^nally-Owned Automobile . > When a University-^wneB 
automobile^s not available, and necessity* or economy^refquires 
travel b^y automob tie, use of a .p^rspnaliy-pwn(^ automobile will 
lie .authorized. In Jthe event a University employee desires to per- 
form official travel in his foersonally--6wne4 automob^^ for his 
persojral convenience, it taaylbe authorized provided the University 
wilLflncur no additional expense abpve/€hat of other forms of 
transportation available.v Reimbursement" will be made as folloWs: 

V .(1) Fpr use of personal carsl by employees in the 
^/ield who are authorized and required to us6 personal' 
cars in the daily performance of their duties, or in 
cases where two or more Univ^sity employees' are trans 
ported, or for persons traveling singly, when necessit 
and economy (a3 explained and justified pn the expeni 
accoiictlt) require, the use of a personal car, ^a rate Oy 
12 cents per mile will be allowed to the owner. 

T2) If, in the performarvce of offieial trave 
personally-owned automobile, transporting only 
>ersity empljoyee, "^s used for the conveni^cfe of ^the 
employee, maxijniim rate of 10 cents per^ mile will be 
a]^ lowed. 



(3^ The exp^n 
itinerary and mus^ 




pun|>-6ust indicate the_£raveler. s 
■ow j:h& mileage by odometek reading" 




(4) If an Iryi^i^eck .routeX is u^M-^^^le^Jge as: indicated 
i%v^the •Rand^McNaliy\iil\age table will be r(^garde<J as 
cISflcial. \ 



\ , Limouj 



imousine Service -and taxi Fares .X If travel is by a 



V- 




carrier, limousine service orjtaxi fares necessaVy to transport the 't 
eler to and from the aTi^^St oir station, or between carriers'^ will be 
allowed i No* receiptf^yf^^this expense will be required^; but each fare 
inust be ipjiiyid'^l^j^ Af tet arrival' at 

d^^tlnatioiu^^ loc4l transpetrtatiori will not 'be allowed when 

regular^ly^'^tablished streetcar, bus, or stj^way service- is available 
s the ne<^essity of the use of taxis is^explalned otl- the^ expiinse^ 



count 



\ ■ 
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7% Car Rentals 




De^t±ha|:lon. 



In^ th6 event It is necessary^ to use. 
Sital car servia^x^t the trip destination, or for a portion of the[ 
Ticial travel, the p??6cedure$ set forth in "Securing of .Transportation . 
a/ Employee's E^noeV " pagie , should . tie followed in securing the 
jervic^ and 8>i]6^tarttiating ttfe epst thereof ■ on the travel expense aecpunt/. 
(Fonnvtt-3);x^' ' ' "■" \ ^v..-" '•■ ^ 

. ■ * . o .- 

Checking-in Expense at Hotels of Motels . Reimbursement of such 
up to $1'.00 is allowed at each such facility. . ^ ^ ^ 



9. Tolls , Ferry Fees , and Parking . Tolls and ferry fees will bp 
allowed. Necessary charges for hotel and airport parking will be . flowed- 
provided the airport parking fees do not exx:eed normal taxi fare j2rO and 
from the airport. , Receipts* inust furnished on airport and ho^l patking. 

Subsistence Expense 



••V 




expense of meals 
cial station 



1. General^ No reimbursement will be m¥de for th 
or lodging incurred within the limits of the employee 'ak 
or place of residence. Unnecessary mfeals and lojigteg expenses which are 
occasioned J^y the use Of an automobile for reasons of the emplpyde^s per- 
sonal convenience, or which are due to travfel by an indirect fro^ute, will 
not be allowed . Conservatism is expecte^/in the choice of -hotel 'or motel 
accommodatidns. tield personnel located^in bn^ p^ace for an extended - 
period are -required to negotiate and ^^ure reduced rafes. 

The hour and date/of departure and tjHie /hour ' ^nd date of return must be 
shown on each e^gpense account . 



ing . Lodging^ e^cpteh^^ applies to the date in wh^-ch-^ the night 
begtiis^ and/actual expense9*wi3/l be allowed sub jec t^ tg the folloHngJLimi'-^ 
'tations: /' • ■ ' /' ' ' . . " ,. ■ 

■ '■/'•*" . • '/ ■ * . • ' ■ 

/ ^ a.- In-State . Lodging expels eW incurred within the .Sl^te . 
.^Wljile. orv of ficial tr/vel will be reimbursable to a maximumN^f 
. $lV. p'ai: day. Lod^ng expenses incurred' in the fcities ot Nai 
V Mfem^is," Knoxville, Chattanooga, and the I5ri-Cities area will 
reimbursabieXto a ma^cln^iim of $14 per, day. 

^ t b* Out«>Qf\state . ; Lodging expensep^^,^i|icu^:red out pf ^e state 
' ^ . whildV^faToSinH^ be reitobii^V^ to a/iiiaxitiium^f " 

$?0 - '^^^ u^y» Lodging f^penses incurre'dMn the cities of BaXti- 
i , thiSago , Cl^yeland , Detroit , tious ton^., Los )A;ngeleS , New 



mo 




rYor%^Philadelphi£ 
reimbwsable to ia 



San Francisco, or Washk 
iximumf^ of . $26 p^ day . / 



c. 'University r^presentat^.ves/^N3|^^ mee^ngs and'con-»-/<^ 
ventl^ons are author izW 

headqUa)^.t^r§ hotel or Vote 1 of the^^nveitbi^ 

the tii:dreimoderat^ly--priced acco^ mb^tf^e requested when- 

ever a^ choice is available .^/fo qlua^ify ft^^^ i^is exception a ' * 
dotation must be^llade on>ttiie expense accdunt that the ^lodging 
. wg^\tricurred at the^j^cim ^official meetiiigj^i^l^el ar motel. 




5.^h, D.G. , will b 
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d. If fiotel or motel accoimodations within the above-stated; 
limits are. not availables, the additional expense incurred may be 
r^ifiibiirsed i)rovided an explanation is placed on the expense 
account. To '<5[ualify for this exception the traveler must require ' 
the hotel or motel cashier to. enter^ a .notation on t)ie. lod^ging receipt 
that the acconqrwjdations used were the lowest priced available. 

e. If. a room is shared with other than a University employee , 
on official busiijess, three-^fourth$ of .^the actual a£ the room 
Vill be allowed^ subject to the maximum limitations set. fo^r 
above. Tlie receipt for the entire amount .Should be submitted 
^ith the expense^ account on wl^ich three^f purths of the cost is 
claimed.. If th)&> single tate for shared, accommpdat ions is in 
excefes of . the th^3e-f ourths boiBt, reimburseml^t may be claimed ' ^ 
at the 'single ratfe provi^(^ed documentation 6t the single ^r ate is 
submitted* with the -exp'(^nsV-^uch(Sr , Such reirtburseiQerft is also . 
sijbject tp^ maximum limits. 

f. * ■ ' - ' ■ \ \ . . ^' 

i: State sales^ taxes dWged on lodging will be reimbursable 
' to the extent that lodging J expense is reimbursable. «; : ' 

'!J.^ Meals . Follbwing are policies on meal experfsfes: . / > 

a. In-State . While on official travel, within the State,, 
actual expejises not to exceed $7. "50 per day will be allowed, for 
ineals. .For. f ractional days in travel status,' the $7.50 limit will 
be prVrated as follows:' $1.50 f or^breaktast , $2.00 for lunch, 

$A. 00 for dinner-*/ 

b. .' OUt-of -State . While on official travel out of the State, 
victual expenses/ not to exc^d $10.50 per day will be allowed fpr / 
meals » "\For fractional days the $10.50 limit will be prorated as 
follows: $2.00: for breajcfast, $3iOO for lunch, and $5.50 for J 
dinner. . . ' < 

■-' . If ■ ' . > . 

c. Wi^en the daily limit for meals is exceeded because of the 
cost of an off J-cial banquet j,' the excess Will be allowed proyi^ded 
a recei|>t or ^rx)per\explanation for the banquet charge is sub-\ 

mitted with .the' expe^ . ' 

■ ■ * p . • - ' 

d. * Thpe following time schedule fpr departure from ayid return 
to the official slation.>stiall determiijei^ eligibii^y for reimburse- 
men t, for meals : * v ^ ^ ^ ^ 

' ^ * ■ ' '\ If departure before ^ If ig'eturn atf fer 

' ' ^ Breakfast J-OO a.m. - 8:00. a.m. 

V Lunch* . 11:00 a.m. 12:00 Noon 

Dinner 6:00 p.m. 6:00 p.m. 

- ^ lunch meals will not be mad^e when ^ , 

tifavel j^ completed the s^e' day as b§gun unless departu1:e is 
before 7:00 a.m. pr retufe is after 6:00 p.ms : - v 
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MlBCellaneous Travel Expense ^ 

* •■ ■ '.' '• ■ ' . • • ' ■ ^' ■ , • 

1. "Tips and grdtul|fc^es,^ laundry , valet service, entertainment, , 
efeG. , are considered personal rather than official expense , and will ^npX 
be subject to reimbursement on expense accounts^. 

■ . 2'. Charges for long disrance telephonfe calls made : on of f icial , 
business will be ^ allowed provided - the expense- account reveals the name 
and location of .the party called , the date of the ' call , and the nature 
of the business , Telegr^ expense will be .allowed provided similar in- 
formation is shp^n. Necessary local telephone calls made on official 
business will be allowed. y ^ 

3. Necessary charges, for the transfer and storage of baggage will 
be allowed provided the necessity is explained on the expanse account. 

' ■ 4V Registration fees in the amount necessary to qualify ^individuals 
/to attend conventions or meetings will be allowed. Any portion Of regis-, 
f trailon f:ees which covers thid cost of personal supplies, social activities, 
recreational outings, et*c. , will not be allowed./ ^ < 

" 5.1 If the occasion necessitates, the payjtng of meal expensed of 
other petsons properly considered as of ficial'gu^^^ the expense should 
be. separately on the expense account, with the names of the. 

guests and their official connection indicated. 

Claims for Travel Expense 

1. University Form. No. T-3 will be used'for /all claims for travel 
e3j:pense. Form T*3 m^st be properly fil lied in, with ttie items arranged 

/in the proper columns, with correct totals for each column, and with the 
total of the claim. Legible, properly serial numbered 8Ubvoiu;chers must 
ije attached. The Expense account must show movement and detaiiT^of^x- 
V pens es day to day. The expense account, musf exhibit and prove the travel 

' and its cost, must be susceptible tck check, and must disclose all neces-\ 
Sary information to prove the/ claim. (Refer to FPPS No. 5, Section VII.) 
Forms T-3 are available fromlthe Treasurer's Office. 

2. Expenses for supplies, postage ^ and other items that do not 
cons tittute actual traveling expenses should not be made a; part of the T-^3 
travel expense voucKer. \ 

* 3* Expjenses incurred in attending conventions and meetings o.f ^ 
afesoci|atiQns and organizations must he supported by a program of litera- 
ture Which .sets forth the opening and closing dates of the convention. 

Securing of Transportation. at Employee's Expense " 

/Ihe" normal procedure, under Univers;Lty and State pf Tennfessee travel 
regulations, for securing coiranercial^ transportation for\official travel 
is for .the employee to purchase the required authorized Wansportation at 
his own "expense knd to request reimbursemei|t thereof on a xrayel expi^nse. 
voucher (University Form T-3). The following are approved methods of 
securing this transportation , and substantiating claims for reimbu,rsement \ 
thereof: ; ' ! ' * 



" 1'. ,Ca8h Purchase of Traiisportatiori b y Employee > When the travel- 
ling employee pays from his personal funds for necessary tiransportatiorf 
required for official"* travel, acceptable receipt for submission with the 
travel expense account (Form T-^-S) is: s '"^ 

.a. The traveler's copy of the transpprtation ticket Which 
shows Itinerary and cost,-or 

/b, A receipt from the transportation company or travel 
agency indicating the information listed in (-a) abov^e^ or 
■' • ■ ■ ■ ' ^ ' ■ ' - ■ . 

c. A ticket envelope of the ttanspprtation company in- > 
dicating the information in (a> above. 

■ . ■■ N ■ . • ^ .... / 

Zy Purchase of Transportation by Use of Personal Credit Card . Em- 
ployee)^ \may use persopiai credit cards in securing transportation for 
offiqial travel,' arid any of th^ dociipients listed in Paragraph 1 above 
which indicate^purchase by means, of the traveler's personal credit card- 
will be satisfactory evidence of expense incurred for submission for re- 
imbursement on the ti^avel Bpcpense acqount (Form T-3) . ; \ ) ;| -fr7j% 

- ' \ ^-^ ■ , " ; ; - \-: . : ^'"j • 1^ 

3 > Purchase of Transportatidn Through Personal Chafc^^ Account 
With a Travel Agency or transportation Company . Employees may make . 
arrangements with travel agepcies or transportatior)[ companies for the 
furnishing of tran$pfrrtatlon for official travel and billing of the ' 
charges to th'e employee's personal account . In such cases, |thy of 
.-i:he documents listed in Paragraph 1 above, or the jagmdy^ ^ ,^%voice to the 
employee which identifies the transportation furnished wil^.b^ satis- 
factory evidence of expense incurred for submission for r^|jpahtij|r semen t on 
the travel expense account (Form ^-3)*. ^ ^ 

■ • ■ ' . ■ ■ ■■ , ' ■ ' . ■ • ■ ' 

Such charge accounts. or credit arrangetpents are the; fiersonal re- 
sponsibility of the employee, and irtvoices for ';tr^nsport*atlori hilled ^J^^ 
the employee may not be' approved for direct payment 'by tlSe University to 
agency, Xhe employee must claim: reimbursement for'such coa^S' on his 
.travel expense' account (Form T-3) • / 
■'■ - • ■ ■ . ■■■ . " . >s> ■ 

Securing of 'Transportation at University Expense f 

In fases of long trips involving sizable transportation costs, and 
in other cases where the securing of transportation at the employee ^s- per- 
sonal expense will result in considerable personal financiar' inconvenience 
the employee may arrange through the Business Affairs Office for the se cur 
ing bf the necessary transportation at University expenSeo Should this 
accommodation be 4®sired, /the following procedures must be employed • ^ 

r 1. Approved Travel Authorization Required . When commercial trans- 

portation at University expensia in advance of the official travel is 
desired J, the employee mus t present his Approved Travel Authorization Form ' 
(Form T-18) to the Business Affairs Office and request that arrangements 
be made for the securing of the transportation. ^ . 



2. • Transportation Requept Number. . Upon receipt of each such request 
the Treasurer/' s Of fjtce will assign ah of ficl^l^ran^ 

number. An approved< travel agency or transportSlsiirfr company ^wi 11,^ con- 
tacted by the Bu&inees ^f fairs Office and authorized to furnish the trans-., 
.portatipn and bill ^ the ^charges to the University. The original of the 
Travel Authorization Form (Form No/ y-18) will be endorsed , "Transpqrtation 

furnished under Transportation Request No, ^ ^ Date .. - - 

The traveler will b^ notified concerning which agency, or company iis author-^ 
ized to furnish the transportation v and he will then make his own arrange- 
ments regarding schedules , itinerary , delivery of tiqkets, etc. 

3. Billing and Payment * Billing fot transportation 'under authorized 
Transportation. Requests will be submitted by the travel; agencies or cdih- 
panies directly to the Treasurer's Off ice (or appropriate Division Business 
Office). j which thrill check the invoices for compliance wltn the Transporta- 

. tion Requests and thto forWard the invoices to the departtaent which is to 
be charged for departmental approval and recording. ! 

4. Tipkets Nonr^efundabij^ i^ Agencies and companies issuing trans- 
por*tation on the University * s account under such Transportation- Requests 
will stamp 9uch' tickets as "nOnrefun4able." If for any reason tickets 
secured through this procedure are not used, the tickets must be promptly 
returned to. the Treasurer's Office 4^n order, that they may, be. returned to 
the agency ;or compan^r for credit to%he University's account . 

■ ■ . ■ \ ' ■.- , ■■■ ■ ■■ - ■■ ■ .. 

' Retlrfejient Plans For Acadetaic and Administrative Personnel . 

Sdcial Security ' ' . 

''>•..."■*■'"' ■ . 

All full-time faculty members>are automatically covered under the 

provisions of the Federal Old Age and Survivors Insurance Program, (Social 
Security). Eligibility , is prescribed by the terras of a privati^ contract ' 
Urith the Social Security Administration since the University is not auto- 
matically covered by law. No enrollment forms or physical examination^ 
are necessary. ' The University and the employee each contribute at^he 
rate prescribed by the current Federal Social Security i(^gisiation. 

P^art-time f acuity^ are cover ed"^ under Social Security if they are 
ajfpointed for^the entire three quarters of the school year and teach six 
credit hours each quarter and/or eighteen credit hours for the total 
school yea:r. 

.University df Tenne3seev> Retirement Plans . ♦ 

Retirement, /benefits for faculty and staff of The Pniversity of ' 
Tennessee are pirovided through two separatie retirement plans. Non- 
academic employees are covered. in the Tennessee Consplidated Retirement - 
System,; thei' same plan which provides retirement aliowances' for state 
employees. Faculty and staff members are eligible for the Joint Gontrl- 
butpry. Retirement System (TIAA/CREF) If they are. engaged in professional 
duties classified as teaching, library service, public service, research, 



administrative, or administrattve-prof essional. Spfeciflcally exclude<} ^ 
from membership are the following categories 6f employees: I' " 

• ■ . ^ ■ ■ ■ ' . _ ■ ;^ • • . • ^ 

1* Bona fide students (as defined by the ^University) , including; 
teaching assistants, graduate assistants, student laboratory assistants j. 
..and educational interns; « ' ' ^ . ; 

. 2. Visiting or temporary teaching 'staff of whatever rank, employed 
without aWiew to ooritinuoiis 4uty, except in the case of individuals who 
. h^ve existing contracts with TIAA/CREF (see "Limited-- term Appointments" in 
Chapter III, above) ; ^ . ^ ^ 

li 

3. Employees eligible to be covered under a ^federaL retirement act; . 

4. ; Part- tiiiie employees who, in the calse of teaching fatuity, are 
npt considered "regular part-t:^j.me The definition of eligibility is 
currently under study. : 

Staff members classified as administrative or administrative-pro- 
fessional have the option of participatipn in the Tennessee Consolidated 
Retirement System or the Joint Contributory Retirement Syst^. , ^ 

Full details concerning eligibility for the benefits of these two - 
retirement systems may be found in the handbooK* Benef itsx and Services 
Available to Facult^> and Staff of The University of Tennessee , distri- 
buted' from t\\e Office of the President . - . 

Compensated Outside ^Services 

Each full- time Xacul^tm^^ staff mlmber ,at The University of " 
Tennessee accepts ap^oint^ii^l^ith the underst^^nding tfiat his ;:^riinary 
employment responsibility's lb the University . JacuMy and staff members 
are encouraged to offer |>Mdpessional advice cpncernirig|develop|nent of 
natural resources df^ ttt#>f|t^|fie>-new products, or, new scientific apparatuses 
a^d techniques ; to conduct Research andvto ;prq.pare and publish" or read 
B4pers concerning .such^, reseairch; and to ser\^e as officers or as members 
M committees of learned 'and scientific societies. Sucli actiyjLties are 
' /not ,aormally 'considered as outside work. 

Ordina'ri^ly private business of members of the %culty and staff, 
such as investing of money or the hiring of labor in private undertak- 
ings , does not fall within the ipurview of regulation by the University, 

-provided' the business is of such character as not to Qpnstitute a con- 
flic^: \df interest of to damage the* prestige pf this University and provided 
suc^ business entails no loss of time or efficiency in the performance of 

..University duties. 

Occasions may arise when it wilj. be mutually beneficial t^o the ' 
University and to the faj^ulty or staff member for the letter to accept / ' 
remunerative parfe'-tfme emplpyment on or off l^e csanpus;^^^^!^ policy 
statement established principles which will gi^.de faculty and staff 
members in cases of this nature. These principles are: 
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^1/ A faculty or st€^f:l^ member who deslres\to engage in work lDut- . 
side regularly assigned duti^e shall obtain t^e wa^itten-cpnsent. and ^ / 
approyal^pf his department head, dean, or other appropriate administrator. 

2. Outside employment shall^npt interf ereyWith full aud proper 
performance of IJntyersity duties and shall not in any way conflict wittf 
^the bpst interests of The University of Tennessee. Such employmeiit 
should be limited in scope and duration and related to the faculty or 
staff member's professional iBtereSts. The total amount of time expended 
'by the faculty member on outside activities for pay must not exceed an 
aggregate of pne day per week. 

4 . ' * 

N ■ ■■ ■ ■ ■ ■ , r 

3. The^ University cannot accept legal responsibility for privately 
initiated work. Sueh responsibility rests on the faculty or staff members 

r A. University equipment, supplies, an4 clerical or fceehnical ser- ; 
vices may, not be used in the furtherance of <^utside work fgy additional 
pay e^c'eept in highly unusuaV. caQ;es and f ollpv|Lng approval M appropriate 
admin3.strators and written approval by the ap|)ropriate dha|¥^|llor, or his . . 
designated representative, ' Normally, such cases will b€|I. hlfisd Wri|;4 
ten contract between the faculty or staff me^er and the lj|i^yers|ty. 

^"\^5>.^-^o faculty or staff member* of The lC|niversity of .Tennessee may 
us e^ the name of The University of Tennessee tjb imply suppprt or endorse-* 
ment of any outside activity or product. 



6. A staff member cannot be allowed '^to 'do extra-*WQf^ for remunera- 
tion within thi department .or agency ^y which he is regularij^mployed 
except in unusual circumstances and with approval of the office of the 
appropriate Vice Chancellor. Additional compensation may be :paid faculty 
or staff for work performed for the University \over and above basic 
salary,, when the w6:ck is done for a department or agency\other than ihat 
which provjLdes primary employment. Such compensa^tion must be approved 

by the office of the ajppropriate Vice Chanc^l^pr.' ' - 

7. A staff member on full-time 12-month appointment normally ma^v 
not receive extxa compensation for overtime worjc fot the University. Any\ 
exceptioiji must be approved by the appropriate Vice Chancellor. 

■ ■ ^ ' -V . 

The preceding policy statement is not to be interpreted as a limi- 
tation on* the freedom of faculty members when they are not on University 
assignment, including the summer term for f ^pulty members on nine-momth 
employment. . . . ' 



; SR.eaker Policy . . 

In June, 1969, the Board of Trustees approved' S speaker policy . for 
all campujses. The formaJ/ statement of the approved policy is as follows: 

"Th^ University of Tennessee oett^iders freedom , of inquiry and dis- ' 
cussion essential to (Bducatibnal, development and recognizes the right of 
students tJjo engage in discussion, exchan|e thought and opinion, and speak 

. ... . • . N 



\ 




\ • \ • ... \ 

freely on any^NSubject in accord. with guaraic^tees of our state ^nd na 




ConstUtut.lons,\Add±tionally/ the Uniyeijsity. endeavors to develop in 
sfcudentVa realiz^^tion t^hat citJLzens riot only have, the right butf; the 
oblig'ati^ to inform th^^selves regarding issues arid problems of the day^ 
to formulaW stands regat^^t^ng /these, and to give expression to their 
vieWs.rf» In discharging theFe rights. arid obligations , however , students 
must also irecofenize their ra^ponstbilities to other ifldividuals , to the 
University, anX\o the statc^nd nation. The University of Tennessee 
takes pride- in the fact that iN^s campus is open to free discussion and 
fexamination of views with the cop^ition that such discussion be accom- 
plished by peaceful methods and ii^der peaceful conditions consistent 
with the scholarly nature of an ac^detnlc commuriity. 




"To these ends, recognized student orgariUzations on dOTipus may 
freely select , without prior festraint^, persons v they w^^ tte^^ invite as 
guest speakers for their programs. .\hei:;e are no restrictions, to control 
the point of view expressed by speakers dj:her than those imposed local, 
state> ^and national laws. Any person S^^risored by a recognized campus ^ 
organization is free to speak, but this o^erin^ss of forum does not release 
speakers and sponsors from accountability to ^cjampus and civil au trior i ties 
under University regulations, and local, state^. and national laws ; and 
does npt countenance disruption of the University, injury to person or 
property, obscene or indecent behavior, or i£t]^4temerit to riot as defined 
by these regulations. The sponsoriTig organization shall be Responsible 
for informing its guest speakers of these restriCtions\and advising them 
that violation of law may result" in arrest and prosecutibtv by appropriate 
authorities (and violation of University regulations may ri^iilt* in termi- 
nation of the program) . Granting of an invitation tO a speaker does not 
imply approval or sponsorship of his views by the University. 

"Any student group inviting a speaker must register with the ap- ' 
propriate campus office the name of the speaker, the date and time of 
his appearance, and such pertinent information as* will facilitate adequate 
jphysical pireparations and adequate publicity for the event. Officers 
and program chairmen of all recognized organizations are advised that 
reasonable notice will be necessary to handle requests for facilities and 
security. 

"The criterion for a negative decision will be a demonstrable in- 
ability to make such physical arrangements; the events scheduling pro- 
cedure will not be used 'as § device for prior restraint of speakers./ 
When a negative decision on a particular speaker must be made, the spon- 
soring organization is free to seek a more suitable date. It shall be 
tfie respong-ibility of the appropriate campus agetiCy to consider and dis- 
pose of procedural complaints. - 

"The representative of the organization, inviting the spea^k^r shall . 
at the time of the invitation provide the speaker with a copy of the 
University speaker policy and campus regulations. 

"In a situation attended by strong emotional feeling , or -where 
t;here is a past history of violence, obscenity or indecency associated 
With a speaker selected by a recognized student organization 5 the appro- 
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prlate campHs agency, after a finding that such a situation of history 
exists, shall prescribe conditions for the' orderly and scholarly conduct, 
of the speaking event. These conditions may include llmiLtlng the audience 
to the inviting organization's membership or to members of the Uniyerslty' 
acadeiric commutiity, appointing an experienced senior professor to preside 
over the meeting, requiring a statement from the officers of the Bponsofr- 
lng/organi^ation certifying that they have discussed the appearance of the 
speaker with -the senior student affaire officer, authorizing a search of 
all persons entering the arena of the speech, and such other conditions 
as the agency deems advisable. " _ 

"If there appears to be a/reasonable possibility that a speaker 
may violate the law during his presentation, or if ^ situation^ is attended 
by sttbng emjtiorii^il feelipgj a ranking Student Affairs Officer should 
attend the meeting and direct acitlori^in the event a violation pccurg^^j The 
Univer^itJi^^^^^^^^^ Counsel or Assistant General* Gounsel should^ be' feqn^ x 

suited to 'tender legal advice to: Student Affairs Officer. s t 

,"It recognized that in the ^^^pea of speaker policy as in bt|er I ; 
areas, the adm^Jnistration hils no leg^^^ power to delegate its basic f 
authority and contrpl overvt]tie Unive:l^4ity to any other person or gi?f)up. 

that connection it is possible th|% a situation might arise in Which ' 
the above described speaker policy might have to be suspended and re-^ >\ 
placed with such actiori as seems needed and in accord with state and 
federal constitutional principles as applied to the concrete 8ltuatlo| - i; 
pr^^ifented., Students represte^ting varrlojus points of v^ew, when exerclS;- ^ 
inli^he pri^vilege to invite Vbutside^eakers to the campus , are Expected' 
to act^as a'^tesponsible part of the l^iverslty community and to exerci$;e 
the privilege with discretipn. In that connection, the speaker's poiicy 
is not to be interpreted to concede ,atty absolute autonomy to the studeni 
sector if a* tense sit'uatlori arises 4hich clearly involves matters of • . 
^proper cbncerji to the academic community as a wl^oleJ' 

The trustees also instructed each campus to establish a Cdmpus 
Speaker Committee, which sha:ir isiftie iriyitations to speakers who will 
be paid from a .fund allocated^ frpm student activity fees, and may co- , . 
operate with other Uriiversity prgenizatipns in the ^scheduling of speaker^ 
It shall be the respo&fifibility of the Committee to invite speakers who . ^ 
will insure a balanced speakers program. - \ ; • ' ; 

■■ ' • * ' * " '"\ - " , ... ■ , • 

* "The Campus" Speaker Committee^ shall consist of .five faculty memt 
bers appointed by the Co^ittee on Committees of the Faculty ^aettate, t^^^ 
President of the Student Gov^r^ent Association, Ptfesid^ht of the^ &^gtrL<)4_ 
Class, the presidents of five a^d^tional student organizations designated 
by ^ the Chancellor, twpVl^epresentatiVe^ of the campus administration^ 
designated by the Chancellor , khd a rep^esentativjg of / the 'IJniverslty 
system staff designated by the President. The mfembe/ship of the Com- 
mittee shall be appointed annually." . - / _ 

PPlicies Regulating Admittance to the Campup ) \i ' ' ' 

In order that the educational functioj^ of \tiie University not be 
hindered nor disrupted by persons who ^^ve iio \legi|timate reason to be Pn 



the campus, and in compliance with the resolutions of fthe Bo^rd of Trustee^-, , 
the following policies h^ve been established: — . . 

- o " • \ . '■ . " V ' ■ .•/ 

1. The campus, bui Idlings, and facilities of The University of 
Tennessee at Martin shall be \restricted. to students, faculty , staff , 
guests*^' and invitees^* of the'^sUniversity j except when public events, ^ • 
guch as intercollegiate athleticycontestsy concepts, lectures, and public 
meetings, are held on campus, at which times the University shall be, con- 
sidered open to all pers\pns desirous of attending such eventjs. 

2. All University personnel (students , faculty , adminis^tration, and 
stiaff) dhall provide acceptable identification (I .D. card, fee receipt, 
etc.) when requested to do so by Safety and Security Officers or other 
University officials designated by the Chancellor. University personnel 
who refuse to give acceptable identification shall be subject to appro- " 
priate University action^ ^ . " f . • 

3. Invitees ^and guests ^on the campus of The University of Tennessee 
at Martin muBt provide identification and/or qualification if requested 

to do so by Safety and Security Officers or other Uniyerstty officials 
designated by the Chancellor,. Persons who are unable .or unwilling to giye 
acceptable Identif ip^rtxon 'knd/or qualification shall be requested to leave 
the campus and ,^^irfthey refuse,, shall be subject to^laWful Removal and 
prosecution 

Invitees and gjiests shall observe all University rules and 
regulations governing the jase of and conduct in University buildings and 
grounds. Vio-lajzion of rules and regulations may result in lawful repdoval 
from the campusu^ prosecution, and withdrawal of visitat4on\pr^v±leges . 

*. ' . ■ ■ . ' . . , ■■, ^ ' \ , . c 

5* Cam|!>us facilities, such as tennis courts and ball fields, tra-^ 
ditionally used by local citizens for recreational purposes, may continue 
to be so used, except as such use may cionflict with program^ and activi- 
ties of the University, its. students, faculty, or; staff. 

6. University students, faculty ,* and staff shall be responsible 
for observing' and fiollowing policies and procedures regulating the bring- 
ing on campus of persons who are not students or staff members of the 
Unlversi.ty*^ Those who fail to*do so shall be subject to appropriate 
action by. the University. - ■ . 

Publicity and Public Relations ^ 

Depiartmental and personal items of a newsworthy nature s^uld be j 
reported to the/Office of Public Relations for distribution to the news 
media of the area. Individual faculty members are enco\iraged to contri- 
bute to the public relations posture of the University in appropriate ways , 
such as icceptkng speaking engagements, participating in worthy civic ac- 
tivities j and in general assumi''ng the responsibilities of good community 
citizenship. \^ 



^Guests are persons invited to the tfampus by recognized University^ 
or^ganizations , students, faculty, or staff members for a specific occa- 
sion. The host shall, be Responsible for the actions of his guest or guests. 
» ?^*Invi tees are persons who have official business^n campus, such as 
salesmen, deliverymen, construction workers ^ students' parents or guardians, 
etc. 

. ' ' ■ • r " 49;; , ■ , , , : 



^ ' ^ CHAPTER IV 



INSTRUCTIONAL AND ACADEMIC POLICIES AND PROCEDURES 
Student-Teacher Relationships 



General Statement , ; 

Faculty members^ are expected to maintain an effective relationship 
with the;Lr students, and an appropriate sense of responsibility toward 
the\subject matter area in which they are teaiching* The good instructor 
usually helps .create favorable attitudes toward thfe University as well 
as toward the subject he teaches, and should exemplify, the skillp, 
knowledge, appreciation, habits, and attitudes he strives to impart. He 
is characterized by a desire to understand the student's background and 
viewpoints, by a, S3^pathetic concern for his problems, by a capacity 
and willingness to communicate effectively with \the student, and by an 
interest in making subject matter meaningful in telgtion to the ^tudent' 
needs. However,^ he should not alter the content^ pf his .coursBs6,^t6 
satisfy the political interests of a segment of Jiis sftUjdents, nor ft^r 
the purpose of intellectual indoctrination. , > ' 

• • ■ . : ■ ' ■• 

Introduction to Courses 

- ' At the fiifst meeting of the class the instructor should make a de- 
liberate attempt 'to introduce his course in te;rms of its eontribution to 
the gefieral objectives of |:he University and the specific objectives of 
the course. The content or topics which will 'be studied shoMd be out- 
lined generally an^ the kinds of learning activities expected should be 
descijibed in some detail. A bibliography of textbooks and* published 
materials should be provided and the number and nature of reports shpuld 
be explained* . If not^s are expected to b^ submitted at the end of the 
course, this should be stated at the beginning, means of evaluating 

the^ coufse should, be explained as well as the quality and quantity of 
woyk expected for ati average_grade . « . 

Student Conduct / I ^ ^ ' 

The Student Handbook, published annually^\con tains st^ftemehts coh- 
c^rtiing standards of conduct which students are ekpected to maintain, 
arid disciplii^ar?' procedures which ma^^e, used when unacceptable studeipit 
behavior occurs . Faculty are expected \to encourage acceptable conduct 
on the 'part of students. Sbme faculty members may be asked to partici-^ 
pate in activities of faculty-student disciplinary committees. . 



40 



.50 



/ 



41 



Faculty ,Inv.oXv6ment Ih ^Student Affairs 

'• . ' ' . ■' . 

"" Approprfate faculty members are expected^ to serve as sponsors, »■ 
advisers, and chaperons o^ groups engaged in .various extracurricular 
activities. Such service is regarded as ^n Important part of tl^ indi- 
viduals faculty jnember'^ the injBtitution. All s]^onsdrs 
and* advi^sers of student organizations and activities should familiarize , 
themselves with policiels regarding such o^ganizdtions and ^ctivit'les and 
in cases of uncertainty should not hesitate to consult t;]iie*Of^ice of the 
Vice/ Chancellor for Undergraduate Life, the Student-Faculty .Organizations^ 
Boa^dj the Social Policies Committee, or cOthet officials or committees 
concerned with extracurricular activities. ' ^ ^ <, ~ > 




ERIC 



Academic Advising 



General Policy * ♦ 

NormgJLly, ^en a student admit4:ed to' the University or sooi| r. 
vafter his first matriculation, the dean of his school will assign t4 l|^.iir 

ap. academic adv^iser. The adviser' assists the student each quarter in^ 
'planning his program of coursest The adviser should keiep for- each |dYlsee 

a fold'fer, containiHg program worksheets, grade reports, program changes, 

afid other pertinent information. The. adviser shquld see that the advisee 

takes requited cpurses, in propei^ Sequence. 

Some Suggestions to Academic Advisers ^ 

Academic advisers should become thoroughly familiar with current? 

catalog degree requirements. Most of th6 schools provide manuals of / 

suggestions to advisers.. Some generally .applicable suggestions are gfiven' 
below: ' . \. / 

.1. Freshmen andT sophomores should register for requited loW|er-< 
division courses in their respective curricula before taking many elec- 
tives or /upper-divisiion courses. In general, students Shoul^ take very 
few 3009- and 4000-courses prior to completion of the. 1000- and 2000- 
courses/ which are required in their irespecti^ve curricula. 

* 2. All students are expected to take an English composition course 
each qilarter until English 1110-20-30 are completed. All exceptions 
should be approved by deans of appropriate schools. 

3. All students, unless excused for medical reasons, prior nil 1- 
itary service, by reason of junior transfer , or \£or other , approved 
reasons (see current catalog), must complete six quar^ters of physrical 
education, military science, or some combination of these. 



for 
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A; Great care should be observed that prerequisite requirements 
c|ourses tb.be taken later are properly met, and that i^n cases in 
two freshinan sequences in a subject are available, students take 
equence needed in their* specif ic majors. 
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5. - The normal student load i& 15 to 18 quarter hours. Students with 
weak academic backg3^un4^ miy be advised to take less than 15 hours.- In 
no case should a s tuBfetij^^ke a load exceeding.>^1^ hours; this load should 
be allowed only for exceptional reasons and only if the student has at 
least -a B average. 

6. Advisers should be well informed as to the basic requirements 
of all, curricula. ^ . « . ^ 



7. Advisers should be well informed concerning regulations on 
registratiolas, adding .and dropping courses, changes in 'Qurricula, changes 
of advisers, the assignment of graces 1, X, WP, WF, and other academic 
administrative procedtfred. (See current catalog, memoranda from the 
Registrar's OfHce, etc.) 

8. Advisers Should see that their advisees meet special graduation 
requirements at the proper time. Examples are submission of applications 
for senior standing' and completion of r^ecords f or ^^the Alumr^l^ C^f f d,;^ 

^ 9. Advisers should not hesitate to contact' their departtijentai 
chairmen or appropriate deans in case of difficiilty or uncertainty. 

r I 

.Registration \ ' 

All faculty membersx^re expected to be available po assist in the. 
orientation and regis eralkon processes on days set aside for these pro-- 
cesses on the. of ficial sclWl calendar. Departmental cMirmen will 
assign registration duties^to members. of their respective departments; 
^however, a chairman may eSccuse, for justifiable reasons , a given m^ber 
from registration duty. * - ^1 

■ - ■ © 

Class Attendance Policy « ^ . 

\ ' , ' 

I) • 

■ ■ . ^ . ' 

Class attendance is an integral part of the education ^experience; 
it is therefore the responsibility of the student to attend class. Th^ 
. instructor of a^ourse should encourdfge good, attendance by students. He 
may, hxjwever, determine his own attendance policy w^-tH the provision 
that the' policy should be reasonable and applied uniformly to all 
students in the course; It should be. explicitly and unambiguously stated 
in each clas'6- at the beginning of each^quarter • TJie Vipe Chancellor for 
Undergraduate Life and the dean of the appropriate school should be noti- 
fied promptly in a case of excessive absences , especially if the absences 
are consecutive. 



Grading Policies and Procedures 



AssifetMnent o£ Grajes 

*■ J.>^ ■ . . • ■ >■ - • . 

''TKen^onbv^^ are used by the faculty to denotd the quality 

•of work performefdby studentsj ^ « 



^Superior 
Above Average - 

Average , 
— Below Average, but Passing 
P — - Passing" in a course approved fot paes-fail grade assigipients • 
. F ~ Failing v /; X. 

WP Withdrawal Passing 
WF --Withdrawal Failing / ^ 
X -r- Absent from Final, Passing Otherwise 
r — Incomplete (some course requireiftents not completed; to denote' 
' progress In ''self-paced" courses extending t)v.^r more than one 
quarter "SP" should be' used rather than "I'f) . 
E — Condition (failed final, but in the judgmeiit of the. ins tructor 
might, be able to pass the course if given ^nother f in^l) . 
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"SP" and "N" may' be used to indicate progress ot no progress in 
cou/rse^ which have been approved for exteiision over ^ore than one quarter 
^•P'i will^be used to 'deriote progress on thesis or_passlng In a pass-fail 
cotirse. No credit hours, will be recbrded- on the permanent record until - 
suth an extended course is completed; "SP" and ^'P" wiirnot be used in ^ 
computing the student's quarterly average. Grades pf X , I , and ■ 
are automatically ^ changed to "F" 'at; the expiration of designated time 
limits. ' ' . 

' More^compr^ensive statements regarding the non-credit grades are 
given in the; current catalog. . 

Examinations . n 



It is expected that final examinations Will be given in all courses 
except those of such a nature as to make written examinations inappli- 
cable. Final examinations will be given in accordance with tsiie schedules 
published quarterly. Any exceptions must be approved in advance by the 
Vice Chancellor for A<^gdemic Afiairs* 

Other examinations arid tests will be given during the quarter at 
\imes ^determined by the instructor. It is expected that enough exami- • 
nk^ions will be given throughout the quarter to: constitute a reasonable 
portion of the basis for assigning the overall quarter grade. i 

All faculty members are expected to take thorough precautions 
against student cheating on examinations , or in any way allowing the 
-integrity of the examination process to be compromised. Any student 
found cheating or using any unfair or unlawful means for purpose of 
deceiving the person in charge with reference to his work shall be ^ 



deemed guilty of g ^a:^iou8 breach of discipline aijd shall be jreported 
to . tjie Dean of Students and to the dean of M 

Repor.ting Einal Grades ; *\ 

The deadline for reporting final grades is normally 24 hours from i 
the time of tinal examinati-on. (Each i^t^uttor le a^ked to turn in his 
grades by section as they are completed,) rlther than wait until all 
examinations have b^een completed.) The gra\de lists must be returned, in 
person and not through the campus mail . All grades' are to .p.e returned 
to ±he Records Office, Ropm 103, AdmirtistractXori Building.^ Final grade, 
sheets are permanent records; they are not to^^e^f olded, wrinkled, or 
mutilated ip any way, they should be made as neats^S' p^sible, and 
signed in tnk^^-J^ll students whose names appear on a ci^sS' roll must / 
have a grade. V v / 

. Schiedules, t 



General Policy ^ - . 

Schedules of classes are proposed in the departmeut concerned and 
are apptovea by the appropriate dean approximately tWo months before the 
beginning of the quarter in which the schedule is to operate.^ Schedules 
are coordinated by the Office of the Dean of Admissions and Records and 
published well in advance of the opening of each quarter . .Schedule 
chang^ should be-made by chairmen of departments only after clearance 
with the dean of the school concerned^* and with the Dean of Admissions 
and Records. Final examinatii)n schedules are aorraally published at the 
same time as class schedules. * 




textbooks 
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o The teacher or group of teachers whg desire to use a gi^ii text- 
should : make recoramendati on for its adoption to the chairmanyof the de- 
partment concerned. The departmental chairman, if he approves adoption, 
will file official forms concerning* the ordering of textbooks with the 
Manager of the'^University JBopkstore. » 

Requests for ordering of textbooks .and othi^r instructional supplies 
should be made well in advance of dates on wtilch^they will b^ q^eded. 



Curricular Changes 



The process of adding courses to a curriculum and ^changing the . #e- 
quirements f ar majors and minqrs is normally, initiated at the d^epart-^ 
mental level. The departmental chairman and staff , develop course outlines 
for any desired new courses and prepare statements of the needs or de- 
mands to be met by any proposed changes. The recommendation is then. 
made to the dean of the school concerned th^t the prdposed changes be 
made. The dean of the school,. jwho may be adirised by a. school cbmntittee 



in curricula, inay approve, the proposed changes after cojasideratidn of 
feas^ibility in terms of s taff , rooms , laboratories, equipment , and budget, 
requirements-, and if he finds that proposed changes conforta to ^oKjefctives - 
of the school, and University and. do 'not constitute an undesirab|.e dupli- 
cation or waste of effort. He then presents a written request f^^^ 
accompanied by. pertinent statements of Justification, to . the Uniyersi ty 
Committee 'on eurricula. This request is made through the Off ice; of-^the 
Jflce Chancellor for Academic Affairs. The Comniltt^e\on Curricula may - 
approve the requested changes, disapprove them,, or rfefer them back to . 
the school (?r department concerned for further study. Matters approved 
by the Conkifetee on Curricula are then presented to the Academic Senate 
for action. If approved by this body,, they become' legally a part of ^e 
Onivfersity offerings, subject to the stipulations vindicated in the follow- 
ing par^^graph. , ' _ J 

The addition of new majors 'arid of new degree program^ust be formally 
approve^ by the ^Board of Trustees of the" University and by th^Tennessee 4 
HlgheT Education Coiranission. ' The actual offering of new cours^s^s subject 
'to hj*dg^tary arrangements,, which are made through the normal budget^making 
pr^essu ' • 

• ♦ ■ . ' -I 

, * Library 

The Eaul Meek LiBr^ary is located fiear the southwest cotiaer of the 
acad^ic rectangle and houses Cln 1974) approximately 157,000 books and 

/bound periodicals r In addition > about and^ 35 

ipiev^spapers are regularly repeived. The library also receives upon pub - 
licait'ibn' a- selected list of government documents . The goal for new 

.acquisitions is to reach a total of 200,000 volumes by 1978. By 1975 the 
librai^ will have reclassified all books from the Dewi^y to the Library 
x>f Congress classification. « 

"In order to facilitate, the use of the library and to explain the 
location of materials, a library handbook has; .been prepared by. the 
library sl^aff and is availabl^e at. the circulation ; desk. The library 
hours are posted at the*^ entrance of the building. . . ' 

with the exertion of referenjce^ books , reserve books, and bound 
- per ipdicals^, books' are checked put to students '^f or a" period of threes - 
weeks. Faculty members may check out bQoks f9r an indeflni*te period; ^ 
but^ for, the purpose of bringfng files up to date, once a year each 
farculty member Is sent,, a list of the bdpks charged to him and asked- ,to - 
return >the books br to recheck them. 'New faculty members shoul.d identify 
.theiiiselves to library personnel by means of the faculty identification/ 

■ c^^' ' •. • • \ , ■ . ■ : 

when particular books aire to -be in frequent demand for a course^ 
fac^jlty members may have them^p'l^ce4 oh "Reserve."' , A^ Reserve Request 
Pprm is sent to each faculty member two weeks, before the'end of the 
-quarter in order to give ample tlml^ for books to be placed on res'erve 
[.before /the beginning of the following quarter. If an in^tructqr so 



. / 
s 




de§ires, a reserve ^gji^f majr^be retatejs^ for successive quarters , buf: 
unless ^such a reqt^^t is made, the books are removed ^rom reserve at the 

end of each quarter. . . . 

* • , ' ' < . 

Each faculty member. is afk^d to*asaume responsibility £or building 
and' maintaining the library collection In his particul^f subject; ^£ie Id 
by ordfeting thpse bodfcs and periodicals whleh are necessary for outside 
reading and basic reference materials. Departmental Arrangements should 
be utilized for securing order cards from the library and making book 
order requests. 

' Needs should be anticipated far enough in advance of the date the 
aterial is to be"" used._ to give time for ordering and processing. Orders 
or new. books are sent whenever there is a need. 





When books requested by faciirty memhiers are ready for circulation, 
the instructor making the request is notified by retutn of the original 

^ . Collection af Tennessee material is housjed In the Tennes- 

ae Room. This collection contains out'-of;::^int material and is Chiefly 

the use of upperclassmen, graduate studei^ and faculty. The mate-^ 
rial^does not circulate. ^ . \ ♦ ^ 

' Microfilm^ microfiche readers are available for use In the Micro- 
film Room. Collections of microfilm and microfiche materials are being . 
rapidly. developed. ; A 2;0 , 000-vo luiae collection' entitled "Library of ^ 
American Clvilizration" is availalile in ultramicrof ictte in the Reserve \ 
room. A. variety of materials for use .of , faculty and students is avail- 
able in the Audio-Visual area o^ the library. The Paul Meek Library 1^ 
also a select depository for* government documenjts\ • 

Graduate students and faculty members may request that material be 
secured from other libraries on interlibrary loan. Borrowers should 
make thesfe requests to the Reference Librarian. • . '< 
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STAFF BENEFITS, OTHER SERVIGES, AND FISCAL POLICIES RELATING TO FACULTY 

* ' ' " .- • . I / 

^ ^ General Stat 




It^is the de&ire cJf the University to make .available to faculty 
members various services and j^acilitles that prombte a feeling of social 
well--being. Complete details regarding staff benefits are found in the 
handbodlc;g> Benefits and Services Ayailable to Faculty and Staff of Thev , 
University of tennessee , available in "the Office of Personnel Services; 

'The following is a presentation of ^he more important featuires / 

■ ' ■ . ■ * . . • ■ 

Health, Accident, and Hospitdlli^ation Group Insuranqe Plan 

Facjilty members may participate in a yn^versity approved jgroup in- 
surance plan through the Proyident Lij^e and Accident Insurance Company 
of Chattanpoga/ A full-time faculty member (for this purpose defined^s 
wor^king 30 hours per weefc, or X5%,tlme) may- apply for insurance under " 
/"three coverages: (1) the basic joint contributory hospitalization, life 
' insuirance: and special ajccident; (2) long-term disability insurance; (3) 
optional additional epeeial accident insurance. If the faculty jaember 
desires ' coverage under'bite or more of theses thre?e* policies , he should 
complete;. the required appli cation forms on each policy. Application 
forms are available at the Personnel Services Office. 

. A new faculty member is' eligible^ for coveragS* after completion of 

one montK of em^jloyinent, provfddd applications are properly signed and 
processed . ^He will be Insured on the first day of the caleiida^r month 
'coinciding with or following gompletion of one month 's service. If ap- 
plication forms are not completed for the employee and his dependents 
within 60 days of the date- of (employment/ they are treated as lete* ap^ 
pllcants, and the following rules are applicable as of July 1, 1973* 

* *1. Evidence of insurability (physical) w4.ll be required if any 
• of the following conditions exi^t: ^ ' 

a. Employee or spouse is 'pver. 40 years of age - 

. , b. tife insurance is $10,000 or more 1. 

V, c. *Gpve*rage has been declined previously for employee 

^ .or- dependents . » , ^ . • 
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2. Per3ons who meet-^J.! of the\f ollowlnte conditions can be covered 
without evldeaee o£ insurabili?ty^af te:r a waiting period of three months 
starting with date of application, 

a. Employee qr spouse /has.- nCJtl reached Ala t birthday 
' b. Life insurance is.l6ss than $10,000; 

c* Coverage has never b'een declined for employee or dependents. 

' Those who carry this insurance pay makfe a change , of dependency cov- 
^ erage whenever warranted, cancel *the insurance by giving written notifi- 
cation, or convert the basic hospitalizatloti policy when they terTninat*^ 
' active employment with the University. The Universi|;y pays one-half/of 
the total cost of the Basic Group Hospitalization IrisurS^e Program * * 
(coverage 1 above) . ^ 



Claim blanks artf available at the Personnel Services Office, 
mimums are handled thr6u§^ payr/oll deductic>|>s . 



Pre- 



^^,^«Blue Cross cov^erage 1$ also available/fbr^those, desiring it, although 
the University 4pes inot Aatch /the premium payments. Information on Blue 
Cijoss insurance is ^va^lable :^n the Personnj^l Services Office. 



Long Term DfLsabili^ty Insuratice 



Long-term disability iMurance is also available to foil-time 
faculty members. This plan pVovldes monthly payments for sickness up to 
five yesfrs and for accidents/, to age 65. This monthly benefit is depend- 
ent upon the basic annual edmpensation of the facility member. The bene- 
fits under this program stai-t on the 91st day of disability. 

Comprehensive General Public Liability In^u^ance 

. ■■ \ ■• ' 

The UniT^ersity carrifes this insurance in the event, of injury to" 

non-^employees due tiso negliR^nce on the part of University employees or de-> 

f eetiveness , on 'the part df the University buildings , campus ,^ or equipment. 



Workmen * s Compensation,^ 



/ Although the University^ was_ formerly covered by Workmen's Compen- 
sation Insurance, recent changes in Temnessee law have required that the 
0nl\tepsi£y discontinue this covetage, and that benefits for employees. 
injtf^M in the' line of duty- be "paid through the State Boiard of Claims, 

X ■ . . . ' . ■ .' ^ — ^ ."■ . 

> In order to take advantag4^ of such benefits , accidents must be 
. reported immediately.' The accident report shonl d heijji jgr^ting^anj ' 
should * G,<wex_alL^ relating to the .^ccident. Personnel ^ 



should send 
m^tal chai 



fs^o j&le Personnel Services Of f ice through ^the depart-^ . 
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Waiter of Fees / 

The following provisions, appXicable to the faculty, ap^ly to Waiver 
of fees while attending courses within the University. 

Fees are aot waived for part-time infetruptors . . „ 

f , . . 

All full-time faculty and staff members, wha^ are eligible to take 
graduate courses offered at Martin may do so with waiter of fees not to 
exceed two courses (six hours) of graduate credit during any quarter in 
which they are a member of the faculty. or staff. * 

Fees for "undergraduate coui?ses may be waived if the undergraduate 
course is taken for graduate credit or when the undergraduate^* course is 
prerequisi^te for a graduatie course or degree. ^ " . ' 

Full-time instructors may take up to 15 quarter hours during the 
Summer Quarter with waiver of f ees , if they ard not teachin-g during t;he 
Summer Quarter and if they are employed fey the tJniversity for the fol- 
lowing school year (September - June)=. 

Any full-time staff member who has been employed for six months or 
more may take one undergraduate course (Xasually three credit hours) each 
quarter, with waiver of feies, provided h^ is academically eligible and 
takes thd course on his own time. The employee must work the regularly 
prescribed 40-ho^r week during each week in which the course^^^^^^ursued . 

Subject to the j^royis ions stated in the^ preceding paragraph , an 
employee inay select from among the coXirses offered at the Martin campus. 
Waiver of ffees does not appl^ to. non-c^^it^ courses taken by an empl6yee. 

X. . ^- <^ 
Assistant pqrofessors and above, -or those in equivalent administra- 
tive ranks, may atbend courses with the approval of the course instructor 
It is not necessary \o register forinally in such casesV / 

. ■ \ ■ " , • ■ \ ' 

■ . A / ■■■ V ■ - ■ 

* Other Regullatiohs Relating to Waiver of Fefes 



Spoij^s and.Chdtldifen of Full-Tiisi^^culty Members 

' \. """""^ . ■ / - . ( ' ' 

Spouses and cMldren of full-time faculty members will be immed- 
iately classified £or fee purpose as in-state sj&udents and are not 
required to wait one ye^r to meet the in-^state residence requirements 
for taking courses at any University of Tennessee campus. \ For purpdsesb 
of such classification, a fullrtima faculty member is defi^ied as a person 
holditig arf academic appointment with the title of Dean, Department Head, 
Professor, Associate Professor, Assistant Professor, or Instructor, or 
employed on a regular full- £ime basis at an annual salary of $10,000 or" - 
above. ■ 'o , ' . • - „ , ' ' 
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Full-^Tlme Employees of the University Who Reside Out^of-State 

^ Ali regular full-time employees : (excluslvfe' of full-time istydfint 
employees)} who may be clasfilf led as qut-of-stdte residents for fee 
purposes m^y receiye a fee-waiver remission ofl fees for the difference 
between %ut -of -sta^e fees and ,^Kirstate fees. All fuH-tlme employees 
mfi^^Iof course, take- one. threj^'f-J^our course each quarter' or semester for 
creHlts with full reinlss ion of if^es . Full-time employees may also take 
up to' sl3j: hows graduate cped^t each quarter or semester with full * 
remission of fefes,, / ' . >^ 



Payment of Dues fn Prpf essional Organlzaticyns , 

Normally the University , will not pay the du.es of a staff member 
for him to belong to a -prpf essional or^atti^atlon. However, exceptions 
can be made under the* following circumstances; - . ' o . 



-Ix y kn those f el/ - cUses^ where the prof^sional organization^ does 
not provide for institutionkl membefrships ana^where membership would ^ 
be 'of value to the Uftiver'sity i or \ 

2.; Where Instfitutional n^emberships are yeryv, cos try and thus the 
J»embership advantages wotjild be most, econonilcall^r attained if carriecf. - 
'in Jj^he name of a staff member. ' ^ !, \ 

If , in The Ch"ancelldr''s opinion, one or both, of the above crijt^ria 
apply, and he desires to .have his campus pay the sta|f member 's dues /he 
should certify the dues invoice IMlca ting thereon that, he *Wa^ investi- 
gated this organization and indicate the manner in which circumstances 
meet the specified standajtrds. Upon such cert if xcation, the dues may " 
be paid! ^ - • •. , " >\ ' / . ' ' : 

> ■ JJ. S. Sjavings Bonds 

St^ff may purcihase U. S. Savings Bonds on a regular basis under 
a payroll deduction plan ' Application'' forms are available at the 
Personnel Services Office. ' ' 



.Bookstore \ \ a . 

The bookstore, 'located in the Unlyerslty Center, makes available , 
to students, faculty ^ and departments required books , supplied i and 
materlaX^i Prof itis from its operation help finance student programs at 
the Center. A ten percent discount is available to faculty members* on 
purchases, of on& dfollar or m(^e. In the event an item for departpiental 
use is not available ^n the Central Store it may be "charged" at :the 
Bpokstore. . \ « ^ 
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MbnthXy Checks 



Checks are placed in campus 'mail by eh« Bu3iness Affairs Office the 
'^^last day ,of the month unless that day is Saturday or Sunday, in which 
case checks are mailed Friday. The check stub list! deductions and 
sei^yes as an Important record to preserve for tax needs, etc. 



Campus Telephone Directories 

Telephone directories are available frdjin the PBX Operator. 

^ Parking and Traffic Safety . 

' The rapid growth of 'the UTM Campus, the large increase in students 
and faculty, and tremendous growth of vehicular population, make neces-. 
sary some control and restriction on movement and parking of cars on 
campus. ; . ' ■ ,\ 

No traffic safety and parking control plan can Work well unless 
vehicles are registered* Therefore, all who operate vehicles on (Jarapus 
are reliuired to register their Vehicles with the Safety and Security De- 
partment:. A ser^'of registration decals will be provided at a cost of 
^5.00 for each new faculty member. The decals will be, affixed to 1:he 
driver's side of front and rear bumpers. Registration decals for bicycle 
may be purchased for a service fee of $0.50. 

Campus traffic and parking regulations are determined by the UTM 
^Parking Authority which is composed of faculty, students:, and law en- • 
forcement officers. A cop^'-of thes.e will be furnished at the time, of 
vehicle regisjrratlon. 

. . Your cooperation in the maintenan^iB. of traffic safety is s^^ncere^^ 



solicited . 



Use, of University Buildings and Ke^s 



Keys for outside and inner dOors of appropriate' buildings will be 
issued to authorized persons by the Safety and Security Office upon the 
cqmpletion of necessary forms and api)roval of the apj>ropriate depart- 
mental chairman, dean, or directorV Keys shall/))B returned to the Safety 
and Securi^ty Office when an employee leaves active service of the Uni- 
versity or will be absent from campus for an extended length of time 
(for example, a year's^ leave of absence). 

When .receiving keys a faculty member signs a statement agreeing 
to abide by the following regulations: 

1. To take precautions that no duplicate keys are made from 
those i^ued to him; 01 




2. To be responsible, (Sn entering or leaving a locked building or 
airea, to' see that any; doors unlocked are properly secured; . 

•■■'.'''** • ■ ■ ' " "' . ■ 

3. To-asstlm^'^ resporisi'bility for conduct of any and all .persons ' 

w^om h,e may admit t'b a building, 

• ■ . • ■ ■ 

V Equal anployment Opportunity \ '■ \^ 

It is a policy,' pf TherUniversity^^of Tennessee^ at Martin that no 
discriminatory 'hirin^g and ^employment practices be maintained, tha\^ af 
firmative actions be "takne^. to insure that qualified and qualifiabl 
applicants are employed, and that employees be placed, trained , upgr^ed , 
pr(^moted, and otherwise treated ^during employment .Without regard to ra<^, 
creed, color, natior^al origin, |gr sex. A formal affp.rmative action plgti 
has been implemented by the University that providesN^rievattce procedures 
in the event a faculty member feels he. has been the yi^ctim of d^sctimi- 
natior^>^ Questions concerning this policy should be dir^ected to the Vice 
Chancellor for Academic Affairs, or to the Director of Rersonnel Services, 
if appropriate. ^ / r , 

. • v Purchasing ^ 

- For purposes of efficiency "in- administration and management, the 
responsibilities for, purchasing supplies , materials , and .equipment from 
outside vendors for all University departments have been <ientralized in 
the Purchasing Department within the Business Affairs Office. The assist- 
ance thus rendered is designed to relieve faculty and other p.ersonnel of 
most of the details involved in procurement. The University will not, 
assume responsibility for purchases otlfer than those made through estab- ^ 
lished TKgQcedures . The Purchasing Department will receive all bids and 
enter Into all negotiations \^rith; suppliers unless special ^arrangements 
have been made otheirwise. 

Steps\necessary to initiate a purchaset 

^ . 1.. A requisition .form is prepared and approved by the dean or^ 
budgiet departmental 'chaiifman., 

2. Original is forwarded to the Business Affairs Office along 
with copies of an^^ i)revious correspondence related to the proposed' ordfer, 

3. Requisitions are necessary for all ifi^ms or orders amounting 
to $10.00 of more. ' / 

4^ Ajn'ticiiJ^te needs well in advance. When applicable, time must 
be allowed ^or bids. Suppliers must , have time for filling, packing, ' 
and . delivery. Experience, has proven that rush orders \^re expensive. 
Allow a minimum of ten days on smaller items and 30 days or mp^^^-e^on 
itdms requiring bidding. Emergency orders will be handled \;Ln the fastest 
possible manner, but from a practical standpoint they are to be avoided 
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if at all possible. Special arrangemeiits/ to'**fit' the~varylng^eds and 
departmental conditions for orders o£ les;s\thLan $10 .00 Mil be^^mode by 
the Purchasing Department "kpon request'. In some cases ^ standing Qr,ders 
or blanket orders ate more satfsfactory. ' 

_ . * ' i . . 

Equipment Inventory (iontroi 

* . ■ • , ' ■ ' . ■■ 

The Business Affairs Office is'reLponsible^f or inventory of all 
nrovabl'e equipment that is property of tpie University, All equipment is 
to be identified by an 'appropriate University identification' tag. 
ft . • ■ ' ^ 

Inventory records indicate identification of the item, cost, source, 
date of purchase,, department, and locauion. 
■ • ' ' . . . ■ ■ (1 ■ 

Each departiiient is subject to ve^jrif ieation cjf all inventoried 
equipment at least once each year. \^ 

Equipment abandoned by a department in moving to new quarters, or 
otherwise, becomes general Univers^tt^ property and may be reassigned to 
other departments on a need basis by the Business Affairs Office. 

Equipment "^nd" longer needed by a department is to be reported in 
writing, giving complete description, to the Business Affairs Office 
for disposition. Any income' from the sale of such^items will be credited 
"to the department. ' 

Identification Ciard's 

1 * - » 

It is expected that each University staff and faculty member secure 
an identification card bearing a color photograph and other identifica- 
tion information. This card is necessary fqr Use of the library and is 
useful 'in identificatiotr f or cashing checks and similar/purposes- ^ * 

> • . ■ . * ■ ^ 

ID cards are providjad by the Printing and Duplicating Department. 
There is no charge for the original'; a small^h^g^e is made for replace- 
ments. The ID card remains the property^-^t^fthe University and is to be 
surrendered Upon termination of employment ,i 

' Printing and Duplicating Services 

*■ • 

Central printing and duplicating facilities are available to all 
departments.. The department is equipped to provide typesetting , of f set 
printing^n col</rs. as well as black and white, and fast economical copy 
service for mp^t types of materials. ^ - . 

A stock of paper supplies, card stock, envelopes, etc., is main- 
tained to speed up service. Collating, punching, corner rounding, stitch- 
ing, plastic and tape binding, padding and folding equipment is available^ 
to provide added services as needed. * ' 
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Charges departments for* printing, ^id duplicating are handled on 
transfer Vouchers and usually are materially^ less, expensive than outside 
printing . . 

Departments in need of such services are expected to avail them- 
selves of services offered by campus facilities whenever ppsslj^le. 



Physical Plant . , 

» - 

The Physical Plants Department serves faculty and students by help- 
ing to keep the University campus neat and orderly and by keeping build- 
ings and equipment clean, repaired, and in operating condition at all 
times. ^, The Department has workmen to serve the University in the follow- 
ing areas : 

^ Carpentry 

Electrical Maintenance ^ 
Heating and Air Conditioning 
Housekeeping 
Painting 

Plumbing - * 

The services of these Workmen may be obtained by calling the 
Physical Plant Office.- The regular working hours are from 7:30 a.m. to 
4:30 p.m. on week days and from 7:30 a.m. to 12:00 noon on Saturdays... 
The office hours are from. 8:00 a.m. to 5:bO p.m. on week days. 

Requests of emergency ^nature should be reported, to the Physical 
Plant Of f ice where they will be routed to the proper person to be 
handled as quickly as possible. Calling for a particLular person fre- 
quently delays action on a call* For emergencies outside regular work^ 
ing hours, call the central heating plant (7501). If the -heating plant 
is not operating and there is no answer, call the security off^lce (7222) 
The/perspn answering at either of these numbers will contact the proper 
persprf to handle the emergency. 

^ .' . ■ " , (f 

Other requests such as major repairs, improvements ,\alterations , 
installation of equipment, etc., should be made by the chatirraan of the 
department or by the person responsible for the building for which the 
request is being made. 

Requests for construction of new equj-pment or any alteration in 
buildings should be in writing and accompanied by a\ sketch or drawing 
showing the dimensiona and material to be used% . Physical Plant Person- 
nel will make and submit a written estimate with description of the 
work to be done. Alterations, improvements and construction of^ new 
eqtilpment are normally charged to the department requesting the work. 
After the department Ghairman signs estimate authorizing the work, it 
is scheduled. This request must be approved by the departmental chair- 
man and by the Vice Chancellor for Development. Requests which involve 
labor only should be^ scheduled with the Physical Plant Office at least 
three days in advance. . 



Damaged furniture should be set asiB^to prevent further, abuse. 
Report immediately to the Physical' Plant Of fice. ^eijuegts for purchase 
of new equipment must be ftade through t^e departmental chairman. 

/For an unusual request pertaining to\housekeeping service which 
canno^t bq handled by th^ departmental chairman, the houaekeeping super- 
visor should be contacted either directly or through the Physical Plant 
Office. ^ 

\ The Physl,(ial Plant Department needs faculty assistance to receive 
cooperation from the student-, body in such matters as protection and care 
of sWooJ^roperty. In an effort to protect the finish on walls, doors, 
windo^, floors and other surfaces, yoiar cooperation is reques t^ed- in 
complying with the following University rules: 

^ 1. No smoking in Classrooms. 

\ 2. Do not attach notices or other Items to doors, windows, or 
wills with scotch tape or thumb tacks. Please use bulletin boards. 

3. When pictiires, maps or other displays afe to be hung, call 
the Physical Plants and request that the work be done. g 
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